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SRR PRSI - EXECUTIVE OFFICE OF THE PRESIDENT

' BUREAU OF THE BUDGET
WASHINGTON 25, D, C,

December 22, 1949 . CIFCULAR NO. A-T o
] : B A Trensmittal Memorandum No. 7 SR
‘ ‘ . : !
! T0 THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS :
] | SUBJECT: Amendment to Standardized Government Travel Regulations -- .
! i Travel Expense Act of 1949 /
, I This transmittal memorendum to Bureau of the Budget Circular /
| ~ No. A=7 Revised, dated July 6, 1948, notifies depariments and |
. - establishments of the approval by the Director of the Bureau of the ‘
| Budget of an amendment to Paragraph L5 of the Standardiszed Government
Travel Regulations. This amendment revises tne maximum per diem
allowances in lieu of subsistence for travel in numerous foreign areas
ef fective December 21, 19)9. '
The maximum rates are as shown in Appendixz I attached.
FRANK PACE, JR. :
Director }
Attachment
i
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I.DGALITY

Afghanista.n
Alaska ‘
Albania

Algeria

Andorra
Anglo-Egy'ptian Sudan
Angola

Argentina

" Australia
‘Austria

Bahamas

- Basutoland

Bechuanaland
Belgian Congo

‘Belgium
-Bermuda

Brazil

British Hondures
British GQuiana
British Somaliland
British West Indies
Bulgaria

Buma

Canada

Ceylon

Chile

Colombia

Costa Rica

Cuba

Cyprus
Czechoslovakia
Denmark

Ecuador.

Egypt
Estonia

Dorinican Republic

F1ji Islands

France, except Paris
French Guiana :

. French Indo=China .

French West Africa

‘French West Indies

Gambia

-‘Germany

Gibmltlr

" Approved For Release 2006/11/06 -

L)oo

81-00728R0001000 10039-0"
e

7.00

vl

Appendix I

'PER DTEM RATES CLOCALITY © - PER DIRM RATES
$ 8.00 Gold Coast - $ 6.0
11,00 Great Britain and North ) :

10,00 Ireland, except London - 8.00
11,00 Greenland 6,00
10,00 Haiti : 11,00
10,00 Hawaii o 11,00
8,00+ Hong Kong ‘ © 10400
8,00 Hungary : 10,00
6400 Tceland 10,00

- 8400 Indonesia 10,00
12,00 Iran . 12,00
6400 Iraq 10,00
6400 Ireland 8400
ig -gg Israel . 13400

: . Italy, except Rome 10,00
12,00 Japan 6,00.
12,00 Jordan : C . 11.00
6,00 " Kenya 6,00
64,00 Korea ‘ ) 6400 :
6,00 Latvia 22.00
6,00 Lebanon 12,00
14,00 Liberia 11,00
10,00 Libya 6,00
10 .00 LiOChtﬁn min 12 00

- 8.00 Lithuania 22,00
5400 London, England 10,00
10,00 Madagascar .o 8400
10,00 Malaya, Federation of 10,00
15,00 Malta and Gozo 10,00
8,00 Mexico v 8400
15.00 Mozambique 10,00
10,00 Netherlands West Indies 13.00
15.00 Newfoundland 10,00
10,00 New Zealand 6400
10,00 Nigeria 6,00

- 22,00 ‘Norway 10,00
6400 ‘Nyasaland 6400
10,00 Paldstan S 12400
8.00 Palestine . 13,00
‘ﬁ-gg Panama = 31400
e Paraguay . 7.00
8.00 Paris, France o 14,00
60“) Peru i 8000
8.00 Philippines, n.pnbuc of 15400

Poland . 16400 ‘




~ Approved For Release2006/11/06  CIA-RDP81:00728R000100010039:0

MAXTMUM

. TOCAKITY ~ FER DIEM RATES

Portugal, except Azores  $11.00
and Madeira Islands

Azores anu Madeira Ise . 7,00

Puerto Rico 11.00

. ‘Fhodesia, Northern = 6400

Rhodesia, Southern 6,00
Rome, Italy ‘ 14,00

' Sierrs Leone 6400
. Singapore ‘ 10,00 -
‘Southwest Africa -6.00_ o

Spain except Canary
Islands : 10,00
Cenary Islands 6,00
Surinam , ) 8,00
Swaziland 6400

L)
Appendix I

LOCALITY PER DTEM RATES

Sweden ' $10.00

Switserland 12,00

Tanganyika - - 6400
Thailand , o 10600
Tunisia . ; 11,00

Uganda ‘ . 6400
Union of South Africa 6400
Union of Soviet Socialist
Republics 22,00
Vatican City k.00

.Venezuela - 22400

Virgin Islands 11,00
Yugoslavia 18400
Other localities 9400
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'."‘OjﬁCe'.Mem\oi”dndum * UNITED STATES GOVERNMENT

TO ¢ Management Officer k o “ DATE: 19 December 1949
FROM : ' Budget Officer | |

SUBJECT:. Revision of Administrative Instruction[ | . =

: e l. The aﬁtache‘d draft of the proposed revision of Administrative
25X1 ‘ Instruction [ |forwarded by your office on 13 December 1949 is
N -substantially in accord with the views of this office, It is believed

2 that at the time this Instruction is issued simultaneous action should ;
be taken to either rescind Notice [ br amend it so that it would i

:' 1 ; ’
25§X not prohibit the use of any provisions of Public Law 110.

2. Tt is noted that in some cases form numbers referred to in
the proposed Instruction are identified by applicable Agency numbers., '
It is ‘sugpgested that for uniformity and consistency all forms referred
to be so identified or that such identification be completely eliminated.

3. It is suggested that paragraph "i® on page 5 be eliminated
since this is a Delegation of Authority which should be included in: 4
existing Delegations signed by the Director or the Executive, If it is -
determined that this paragraph should remain in the Instruction, it is
recomuended that it be reworded to read substantially as follows:

"Tthe Executive and his Deputy, or the Chief, Administrative
Staff, under their general supervision, are authorized to approve
travel performed by civilian employees on account of an emergency
or without prior authority and the payment or reimbursement of
expenses incurred incident to such travel,

Paragraph "i%, as now worded, would by implication restrict such
authority to the Chief, Administrative Staff. In some instances he
would not be available to approve the applicable travel accounts.

L. Under sub-section 2 (b) on page 5 of the proposed Instruction, )
it is desired to effect a change in paragraphs (2) and (3) to require ‘ |
‘ prior determination with respect to "transfer, temporary lodging, and
i E Separation allowances". This would necessitate e elimination of
; ‘ the words "temporary lodging" from paragraph (2). This change is
' necessitated by the fact that until the proposed Executive Order cone
cerning allowances applicable to personnel of this Agency is signed .
. by the President, there will continue to exist a question as to the
el propriety of making payments for temporary lodging allowances for

: Lo personnel on vouchered funds. The General Counsel is familiar with
this situation and you may desire to discuss it with him in further

 CONFIDENTIAL
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5+ It appears that the last sentence in paragraph (b)(3) on
page 5 was inadverte.tly omitted when the attached revision was
compiled from the draft of 10 November 1949, If this sentence is
to be omitted, it is suggested that the words "and recommendations®
‘be inserted immediately after the word "information" in the first
sentence of paragraph (b)(3). ‘ ‘ '

6. The following sentence should be inserted as the second
sentence on page 9 of the attached draft: ,

Lo "Expenses will be allowed to and from the nearest suitable
hospital or clinic". . :

P 7. 1In view of the probable difficulties in administering the
2‘541 regulations covered by Administrative Instruction as revised,
oo and to assure clarity, it is recommended that there be added as a

{ final section 5 the following:

', L "Except as specifically approved otherwise by the Director,
j’ the addi:ional benefits provided by this Instruction shall not
‘ apply to individuals in those cases where the travel or trans-
portation commenced prior to the date of this Instruction."

8¢ With respect to the attachment to the proposed Instruction,
it is believed that a slight rewording is advisable, particularly
in view of the fact that many exceptions have been heretofore
! approved by the Director and since Confidentisl Fund Regulations
are already in existence and do not in all cases provide for the
same benefits as this Instruction., It is suggested that the attach=-
ment be worded substantially as follows:

"AdministrativefInstruction| |dated will
apply to travel, allowances and related expenses paid from
confidential funds except as specifically approved otherwise
by the Director or his designee.

9+ Should you have any question with respect to any of the
o recommendations set forth above, it will be appreciated if you will
g IR  discuss them in further detail with this office. In view of
‘ . --additional items which have come to.the attention of pertinent
officials subsequent to the last draft of the Instruction, it may be
advisable to hold a meeting of interested officials including a
representative of the Finance Division, SSS, and the Legal Staff. _

. . 3 ERS

Attgclment
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'/ Director of Contral Intslligence 12 September 19L9

7 Bxecutive

STATSPEC j"’ Shipment of "after acquired" household goods

’ P R.ferencess 8, Memo from AD/00, subj: Shipment of Househgld Goods ml:l
STATINTL , Employee, | dtd 30 August (ER 0=§203)
‘ o be Memo from GensFal Counsel re above subject dtd 8 Sept. 19L9

FOIAB5

2. Section 10.L of the Confidential Funds Regulations suthor-
1zes the Executive to zpprove shipments of household goods to foreign
stations under the Foreipn Service Regulations. The Department of .
State has interpreted the Foreign Service Act of 1946 to authorize
t"after acquired" property shipments when the total weight allowance
is not exceeded. We have on occasion permitted shipments on a simi=-
lar bagis to our covert employees abroad.

FOIABS

STATSPEC

1

12 Septs i9h9 . It is rocommended that the Director approve:

a. ‘The principle of including in our regulations an authore

A‘me"ed' ' tion for shipment abroad of "alter acquired" property those
" /8/Rli Hiigenkoe iﬁg es where theptotal authorized weight allowance for shifment
LAl S coVfis not thereby exceeded. :
gy x\t“eﬁy' |
Bfﬁ--“ b The shipment at gowermment expense of a refrigerator to
’ 05" ‘ |as requested in Reference at,
STATINTL
STATINTL Orig, to Budget O.(w/basic file)
ACOpies to: Management O. ‘
Generd Counsel
Services Officer

| | o
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BUBJEOT ¢ 'l‘rtvol. ,Ailmnbn. and Related Exponsos

RESCISSIONS: ~ @e Administrative Instruotion| | dated 26 Docomber 1948,
_ subjeots Oversess Allowmnoces, .

be Admintstrative Instruotion ‘ ‘dated 7 June 1949,
subjects Travel. :I ‘

0, Administrative Instruction o dated 1 July 1949,
subjeot) Travel Aumneu Interim Instructions),

ds Admintstrative Instruction| |, dated 26 Ootober 1949,
subjeots Travel Allowances.

1, Travel and Related Items
8, Travel and transportation expenses, and oxpenses inocident thereto,
inoluding those incurred in the movement of dopendents, houlihold goods and

personal effeots, may be paid to or on behalf oi‘ employecs in asoordance with

‘the provisions of Fublic law 600 = 79th Congress, Public law 52 = Slst Congress,

Agency cnd other appropriate lagislation, regulations haued thereunder, the
stmdnrdhod Oovormnt Travel Reguhtion-. and the Foreign Serviee Roguhtion..
mvp'b'n-%tﬂhm ‘spooified 1n0xil instruction,
be. Issuanoe of Travel Orders :
- (1.) Travel orders will bo 1ssued by the Fisoal Division except as
otherwise stated, R |
| (20) Chiefs of Mission outeids the sontinental United States may
: mthoriu. aprrove, and u-ﬁ- tnnl orhi-l for temporary duty travel
'uhin Sheir theaters ru- uployen umr thoir Jurimotion. :
) s‘“"ﬂi{h&c %1&1 Or«n 3 ’ AT
. (1.) lqumv—for travel etdou. or m tmoto. oﬂur thu
thou umd by cmu ot mnm. lhn be pmnl in tﬂplluh.

i
e

or Release 2006/11/0¢
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The original and ons sopy will be routed %o the Fiseal Divieion, and
P - one oopy wul be routed to the rrnn-pomuon Brmh. Servioes mmm.
| A1l oopies will be routed through .
(8¢} Ansistant Diroctors or stu»rf‘cm.oru or thelir Deputies in
Lo | - the oase of individuals under thelr jurisdicbion,
(b) Chief, Personnel Division, in oases mvolﬁng pormanent
ohange of statdon or travel to first pest of duty abroad.
\ | (c) Exeoutive in casajof Staff Chiefs and Assistant Di.reotori
) K _ ,oou trnwl@ exaopt temporary duty travel
| entirely within the theater of a Chief of Mission; fnd where
specifically provided in other Agenoy regulations,

(2,) Personal astion of mh forwarding official rmust be indiceted
on the roquut. Requests for domutlo travel will be submitted in
suffiolent time to be processed and remsh the Fleoal Division at least
48 hours prior to tho plamod doparture times Requests for foreign
travel should be submitied 60 days in advanos of rlanned date of domturo.‘

(3.) The Fiseal Division, wpon the recomendation of the Chief,
Services biuuan, my issue monthly blanket travel orders for truek
drivers engazed in repsated ofﬂoiul trips and arrangs for periodie
submission of travel vouchers covering such repeated travel.

-‘ ‘ ] ‘ ‘de Bolpmibuitlol of the Transportation Brengh, Serviees Division,
(1.) Prcvuo travqg arrayg service, (Travelers nportia‘ %o
foreign pointl vin,\oon/‘& porlmnyf rmr? puubhjthe Braneh at
, ‘mgr@ m%bm the phnnod date of dopnrtm to. mxuuto the

‘ "mugmnel.)
' JEEINE

S e

(2.) _Arrngo for the lssuanse of pulpom. uuo. and sesure theater
oharmo vhon nnouuy. ; . ‘
mnmm ‘ | 2=

" Apbroved For Release 2006/41/06 ° CIA-RDP81-00728R000100010039-0 -
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(3.) Verify that properly authentisated offisial orders have been

issued, and that seourity olearanse, physieal examination, immnisation
[ ‘ (where required), puipm-. visas, and theater elearance have been
N  cbtained befors releasing the tickets or Transportation Request to
' the ﬁuvolor- |
o Amd Services Personnel
Arned Servioes pcrionnol pQrforming tenporary duty travel or travel
in oonneotion with a permansnt ehﬂngvo of station for the benefit of the Ageney
wnl be reimbursed for per dlem and travel costs in acoordande with the travel
regulations of the Armed Servicess Upon receipt of travel requests approved
by eho Fluéal Divieion, the Naval Administrative Command " or Headquarters
Detachment will 1lqu¢ appropriate travel orders. Two oertifioed oopiu‘ of the
orders will be forwarded to the Fisoal Divieion,
fo Physiosl Examinations end Iﬁmuintionl'in Counection with Foreigh
Travel. ‘
‘ (1.) A co@plota physical examination and required immunization are
I . neceasary within 90 days p&‘a departure, '
L (2.) An sdditional phyllnl examization to insure fresdom from
‘u-mlonhlo M.uun is required within L8 hours prior to dcpueun from
Feshington,
(3¢) A returnee phyoiul examination is required within 5 days after |
rotunuu to Wuungton from overseas u-w ,
1 (4e) Phystoal exaninations and :_mmsm shall be requested by
P N rdﬁii& I8 Regueptfer Medieal Examtnation uq/u Imniutlon (Porn Yoo n-'re)
| \3 e ,,,, ;ﬂmst?’?;mw p%oubw. not lou than 60 days prbe ‘o
: ' uu-m date of departure, -

REsmiomD e
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g¢ Travel Aceounts
Travol ¥oushers mst be submitted to the Fisoal Division upon come
plotlon of each trip or at the end of each oalondar month in omso of extended
tnwl. Vouohon for tnvcl suthorized by a Chief ot' 81 overseas post shall be

submitted to the appropriate post officigl for proociuns'. Armed Services pers

~ sonnel shall give the néouinky data to the Headquarters Dotachment or Naval
- Administrative Command for the preparation of vouchers and submission to the

Fiscal Divisione Copies of regulations pertaining to travel may be obtained
from the Fisoal Division in addition to auvico a8 to the preparation and sube

mission of vouchers,
| he Per Diem and ‘mlugo
(1,)  Per diem and mileag,c roatea provided under existing laws and
regulations represent the mim allomble, Offionh authortud to issue
travel orders will reduce the stipulatod rates whonever available hu‘or-
mution indicates that the maximum rates will oxceed the necessary offieial
traveling oxpensess The requesting and approving ot'z‘ioialu of each
orgenisational unit comoerned ‘should be in a position to Justify the rates
roquolted. The approval of a request by the initiating offiee will be

‘deemed o sertifioate that the rates stipulated therein are not in excess
~ of the amounts aomuy required to meet

‘oxpenses under tho otrmhmu.
(2-

the necessary offieial travel

) mmwto«wtmdutyamm post in the
- United States, norsally the tollcwtn; Mh of maximm uen Mln»lyn'
la¥a DEC 1R bb} } A I m&go‘r”: .zzz
‘ : Third 60 days = 3¢
Lbllllou:h ﬁ l:“f;: or hu lhnll uot be oonsidersd as Sntormpting the -
oonumity of tmporn-y duty nt the same polt.

gnsnxcm_. RO o 4..
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(3e) Por dien inoident to travel abroad and return thdrofrom. payable

Ml Fael L 8T8 Me i mmesedanee widh
AT e T e o R et TN ERECHE A

L9 otm mrﬂency ; OFY: wiulm Pl‘io‘!‘ anthorj_ty m the pmnt 0!' mmme‘ i
\

i | ‘ R mnt. of. eifpensea incurred meident o auch travel may be approvad by the:

IR .Chief, Administrative Staer, [

‘ % ' autpority %o, .approve: travel pozfozmd by civilian employ-es ‘o’ ncconnt R
|

D¢ QUArGors #nd fush madvemecs

(1.) Tampﬂhy‘"l&'ﬂgx 7, ({uart;ars. post, speoial pést, transfer, and
ssparation anovmnooa will be computed and administered using the Standardge
lizod Government Oivilian Allowance Regulations as & basis,

(2+) Chiefe of Mission aro authorized %o grant U, S. 8itizen employees
ompirery-lodging, quarﬁers, post, and special post allowanses on the Snil
Oﬁ‘ of evidence submitted to and invoatip.tod byéxim. subject to recognized -

rovicw prnctioas by the Fiscal Division. Application for Allowancos

; o (Form No. 3Lw=32) will be submitted in duplieate by the employee to his

i Chief of maaion. , ' : : , [m») /
. ; . ¢
O(" (3¢) Prior determination with respedt to trn.nli‘orqn ? eparation
| _ allmmmes will be made by -the Fiuul Division on the basis of datniloll
| and Jtom, ' Livvia
i.nformntion4 submitted by the Chiol'l of Mission tichs,

L i R
Chiefs of Migsion my gunt trmfor, and separatioch allowanoes when

] o lpociriuuy directed by the: Chiat. Filonl)Dzviuioﬁ Application for
(2
Lo BN mh nnmm- wn‘ “bq, Precessed as in *v" above and supported by

(a0 DEC .
Mor-tzon 1n lurrioiont dot-:ll to pormit & doteuimtton as to tho 5 fjﬁ)
(\)o

\n

:::;:proprhty l’or iuol\ psymonta. - ’ 1
mi:sm’zcwn :
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(Le) The grmﬁnp; of samporary lodging, yuarters, post, epecis) pest,
transfer and :quax;ntion allownnces will be effested through the hnuando. ‘
in qundruplionto, of n Schodulo of Allowanoes (Form 3l=33), The original
ond 2 aignod coples, together with o signed copy of emch portinent Appn-
ontion for Allmman, must bo transmitbed to the Figoal Divieion,

(5¢) Schedules of Allowonces will be issusd each time an allowance is

' granted, revised, or terminated, The schedules elsc must be issued at the

beginning of ench fiscal year (1 July) with complote informution as to the -
allowances peyable to the umployoeu of eaoh Wisaiony however, where no
ohangzo hae cocurred, it will not be necessary to sutmit supportin: evidence
and information otﬁam&aa required by this instruotion,

(6e) As of 1 January and 1 July of ench year and at such other times
a8 may be deemed nocessary by tho Chief of Mission, he should roview his
smployees! astimated annual expenditure for quarterz. The ostimmted
‘amount should be compared with information as to expenditures mado and
antiolpatod to determine the need for requiring the omployee to submit
& revised Applioation for Alionnéo-, thireby applying for a revised
qQuArters or quarters portion of o speoial post allowance grant,

Os FPoat Differentimls and Cost of Living Allowances

(1:) Foraign and territorial post differentiale and territorial cost
of living anmnuas will be paid omployneu in acoordance with F%&Bﬁm
issued by the Department of State Aml thc Givu Sorviu Commission.

(2,) Such differentials and nnmmn will be granted, where applisabls, .

‘ by the Chief, Fersonnel Divuiou. nd be tmludod on the employses' Personrel

g DEp I3 ki
Actionl (r:m ‘1}410.35'}; ;‘BT’ 7(/2%% VL ”D

(3.’) Yo be nn;m. for Foreign and tnrltorul post wrenntm- an

-ployu must be a eitizen or mt!.unl al' the Untm States,
REsmIoTH %
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Inoidemt Lo assignment of enmployoes to permanent duty stations outaido the
aontj.nentml Unitod States, ita Tarritories and poaaouwns. the folluwing OXem
pouses, in addition to thoae normally payable, mey be mllowed:

. & Travel and transportation oxpense incid@nt to return of an omployaq and
his inmediate f&nily' when orderod ‘to the United Ststes for home leavas  The eme
ployes must hoave been o reai‘dcnt of the United States or its Territories and
possessions at time of caployment by the Governmehte Orders for home loave will
be issued upon complotion by the am’pioyae of 2 years contimous Government 80TV~
ico abroad or &5 soon sz possible therealtor, provided that ho has acoruad o h:ln
crodit at the tme of such order amousl loave sufficiont to carry him in & pay
stntun while in the United Statos for at least @ d 30 day periods  In the event
the full 2 yvars service has not baon spent with the Agency, the gnployoe will
be required to sign sn agreement to complote 2 yoars of service with the Agency
unlega separated for reasony Loyond his control. While on home leave, the eme
ployos shall not be available for work or dutigs except in the Agency or for
training or reorigntation for works snd the time of 'such' work or duty shall‘not
bo counted s leave. Loave of absenos granted for home leave shall be exclusive
of the time act: znlly and mouurily occupied in golng to or from residence in

the Unitad States or its Territorisa and posseasions and such time as may. be

nscessarily occubiod in awaitmg transportations

bs Travel and transportation expense, including trm-portntion of housohold
goods arzd perscmnl eﬂ‘octs, of an umplayoo und his immediate family to '11.
sugcessive poats of duty. md on the turmination -of hia aervinn. to his resie

dence a.t time oi' appointmont or. to & point not more dintm or, upon retirement

to} tbe placm wharuho aill raside.

WO DEC 12 by @, '
Oe Coat: oi‘ s(:oriug hnutehold cooda and porgonal ei‘rom of an, emplo:,n

‘4 ’aho is nblmt \mdor,t m-noru frcm hil uuunl po:t of duty. or who 1: nnignod to




‘goods and porsonsl effeals, of an enployee and his immediate family from o post

o 'by ha Aﬁsiatant mractor or Staff chitt eoncormd.

- yuiuto, wheru 111::3“ ar injury (not: the. rosult of. viuioua hubi.’aa. inbmponnoe

" Approved qu Release 2006/11/06 : CIA-RDP81-00728R000100010039-0
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a post o w}xioh; boocouae of emergoncy conditions, hs iz not pormitsed to take

‘, hia housohold and porsonel offectd. When it ia determined,vbeoausé of emergency

oondi‘ﬁimu. tha*:‘hmmehold goadu and porsonsl offacts may not bs shipped, the
i‘vaota,‘ma’ct}.bm‘ bra_ught"‘ao tho imnadiato attention ot" the Fiscal Divisions Housoe
hold goods snd pox-asozml effeots atored may not exosed the authorized weight
allowanacs |

4 Coat of storing the housshold goods and peravnal effects of an employse
on rlrst ariival at & post for a pericd not inm excess of & months alter such l‘i.n{'.‘
srriavel or until the establishmont of i‘dsldaﬁco quartors, whiohever shall be
ghortore

oo Trevel and transportation exponse, including tranasportation of household

" at whioh, bocasuse of the prevalence of disturbed conditions, ther: ig imminent

doager $o life and property; and the rebturn of such persons, poods and effects
%o suoh post upon the cesgation of guch conditimse; or 4o such othor post ag.may
in the moanbime have become the post te which the employce has boen assigned. '
Facks concerning the necossily for the move must be clearly set forth in the
mquvmr or approvel of travele ,

fe Ex:mnﬁé in tronsporting a privatelyeosned subsmohifl for or on belalf of

an enployee in a oage whar: 1t is determined thet water, ‘réivl.v or air fbmnsp,ortap'

tiom of the au‘wmab\e_aj\is necassary or expedlent for any pnﬂ or of all the dis-

tance betwesn points of origin and dutimtion. Dat:emination that an employes's

privatolyh-ownad automobuo is to bo :Mppod ‘at Govarnnent oxpeme sxust bﬂ indie
catad in the- nquuat for travel, The uployn 11111 ‘be raqnircd o sign an
MQ&1«&@ ﬂp sale of the autmbilo unless subuquontly authorized

ce L OkEICE-
ge Iravsl axpmae ‘of & fuu-ti.:u cmpluyua, by whatcvor merns demd appro-




» in a locality "rhore thore doss not exist a sultuble hospltal or olinic.

0 .
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or miaoondunt) 1ncurrad while on aasimnmant mbroad, necesgitates hosp tnlimtlon
If the

employoe is too 111 to trmro]. unattandod. travel oxpense of an attendant may also
" ba paide Y.‘xcep’b» in extreme eenrgo,noy, apprqval for travel under this asct;icm munt'

be securod in advance froa ehe Bxeoutive. A complete report mast be furnished

/L Ea—éﬂmb‘ﬂc&l »mus.am71n all casen.

é,x odd

‘he  Gost of proparing nnd Sransporting the rmina of an employee or a member
of his femily, who may die while in a trevel siatus or sbroad, to his home or
official sf;utiom; or to such othor place determined. by the Chief,  Personnel
Division, to be the appropriate place of interment, providing that in no omse
shall tho expense #llowéd bo greater than the amount payable had the desbination
been the home or official gtation. |

‘i. Travel and transportation expense, including #ﬁnportntion of.‘ household

' immodiate
E;oods and personu‘l(/ {;f/iz:-?s, of; ?25 ;fiﬁ%ﬁff«»?& j )uheir/families from places of
eotual msi'!ance in roreigh cowntries at time of uppointmont to plaoces of employ=
mnﬁo\or e polnt not more distante Such appointsos muah agree in writing to roe=
wmain with the Uniteg S'l;.atoa Goverament lor & period of not less than 2 yenrs from

the time of appolntment. Violation of such sgresment for personal convenienoce

of an employee or because of separation for misconduot will bar returmn payments

: and, iz the ovent of such violation within 12 monthe, if determined by tho Chief,

Psraoﬁanal Division, to be in the best ivx%eraa ta of the United Stai:ss. any money

axpendod on account of such travel and 'bmnsgortai'iozx shall he consldored ax &
da‘bt dae by the inﬁividual conoernsd to the United Statos.
J. Travel :md tru.xaportaoiwn exponse of dependents and housohold goods and

R
peraon“nl aE'QoR- !(@iﬁdgaeatubnuhed weight 11n£tationa) ncquimd subsoquont to .

‘zmmf:tl(?»‘thl()E ; o IR v : .

81.00728R000100010039-G -
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&gsuimpo of' ‘_qhange in station or homo laa#e orders. when proporly uutﬁorimd
' in an amgndmont ta the oariginal order, and travel or tramporto.tian oommoncun
‘within one yvar of the date the employoo arrives at his poct of duty.
4, Looal Porgonnel. » _
Persounel hired lacally by Chiefs ot’ Miuaions nomny will receive travel
oxponao. allowances und ot;her benofits an diotatod by 1ocal euntm. and. whenever
pouaiblo. aprnoticu fouond by othor govemmmnwl activitioa. Employment  docue

monts or oontracts for sorvices mus(. aot forth the details of the n.rra.t_:gé:nont

in each cuse,
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Oﬂice Memorandum « vsitep sTatEs GovERNMENT

ST IvIanL\geméirb Officer - o : DATE: 30 November 1949

FROM Logal Staff

" SUBJECT: Redraftibg of Administrative Instruction ‘ 2 ‘ S YSTATINTL

1. Your memorandum of 18 Noveuber 1949 requested an opinion on
two questicns which will be answered in order, The answers are based
on current practices of the State Department, ‘ :

b v ‘ (&) From what date are foreign' allovances payable? . p

o ‘ Temporary lodging allowences are payable from the time
of arrival on station, (It should be noted that temporary A
lodging allowance and per diem are not payable at the
same time.) Trensfer allowance is payable upon arrivgl :
at the post; quarters allowance is payable when permanent
quarters are obtained; and post allowance is payable from
the ‘bime. of arrival on the post, ' S

(B) What date is cons_idere'd the date from which service abroad
- 1s computed for purposes of home leave? S ‘

¢

This is the date of arrival abroad on post.

J : . 2+ No specific question was raised in regard .to the point, but
{ : . we think. it may be well to mention medical services. - The Foreign -
j ,\Service authorizes payment for medical Services for any -disability in-

: curred outside the United States which is sufficiently serious to
require hospitalization. There is no clear line defining what is
"outside the United States", snd recognition of the claim depends upon.
the facts, However, State recently accepted a claim when the disability

. in question was appendicitis. and the attack occurred on 'a plane ‘which
was docking in the United States from an overseas flight. There is
little doubt that, they would recognize a claim for any disability occurre
ing on a cerrier after it was in motion on route to a foreign country..
Borderline cases would most probably be those where the ship had not

1 yet sailed and the plane had not yet taken off, ‘ ~
N - ‘ - - STATINTL




R KfAqunm&quPpmveq Fc{ R?Iease 20(ﬂgsmmTE)ﬁzsl?oo}o100010039-0 v :

O]ﬁce' Memmmdzm * UNITED STATES GOVERNMENT

TO ! Mansgement Officer DATE: 7 November 1949
FROM :  Budget officer ‘

- suBjecT: = Draft of Administrative Instruction Covering Travel, Allowances,
: ' and Related Expenses

1. A review has been made of your draft of 26 October 1949
which was forwarded for concurrence. Your draft has been care-
fully reviewed and compared with the draft which was transmitted
under cover of this office's memorandum dated 11 August 19L9.
There are a considerable number of items which we feel should be
changed and additions which should be made in order that the In-
struction will provide adequate coverage of the subject material
and will be a proper working document for administrative officials
of the Agency who will be concerned with the applicable procedures
-and regulations in connection with day to day activities,

2. This office is not in a position to concur in the attached
draft until substantial revision has been made to more nearly
-provide terminology consistent with that contained in Public Law ¢
110 and to insure that technical or financial interpretations and ;
applications will be as nearly as possible those contemplated and
intended. 1In a number of cases a change in terminology from that
contained in the draft submitted by this office under date of
11 August 1949 has materially changed the content and/or meaning
and since a relatively large number of individuals throughout the
Agency will be concerned with the use of this Administrative In-
struction in the performance of their regular work, it is considered
best to use format and terminology which can be based on existing
law and regulations, particularly until such time as experience
under this Administrative Instruction and Public Law 110 gives us a
sound basis for making deviations from legal terminology or that
normally used by the administrative employees involved.

Services Division, is desirous of having all signatures of approving
officials shown on Requests for Travel at the time their copy is
received in order to avoid possibilities of individuals being
processed without appropriate approval. It is therefore suggested ;
that the necessary changes be made to provide for such approvals on P
the Transportation Branch's copy of the Request for Travel. 1In o i
" accordance with previous recommendations it.is believed advisable to~
eliminate reference to the form numbers since any changes in numbers

‘ aﬂv" . would necessitate a revision of the Instruction. There is currently
4 /', in process a review of the Application for Allowances Form and it is
M w](( . possible that new form numbers will be involved. It is also noted

W‘w that by a division of the overseas and domestic travel provisions,

some duplication occurs in connection with the internal administra-

tive requirements.
. . ’ ) H {
» A
\\ (\ |
vl

\

7 3. It is our understanding that the Transportation Branch,

RESTRICTED
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L. = Pertinent information pertaining to travel and the matter
concerning "home leave" have been omitted. On page 5 of our
" orlginal draft basic information and instructions were included
substantially as contained in Public Law 110. - The one sentence at
the top of page 6 of your proposed instruction appears inadequate
' SR and certain of the information pertaining to "home leave" is directly
‘ ‘ pertinent to travel instruction rather ;t.h.ar being an item for in-
STATINTL clusion in Administrative which pertains to time,
. leave and pay regulations. In this regard it is believed advisable
‘ to ‘follow as closely as possible the terminology in Public Law 110
f thus avoiding inconsistency, possible misinterpretation, and
confusion,

n - 5e 'Paragraph 6 .in your draft which concerns itself with "Armed

| ' Services Personnel" would appear to logically follow the paragraphs

L concerning travel procedures and regulations in order to facilitate

the use of the document by administrative officials concerned with
po : Armed Services Personnel as well as civilian personnel travel. In

) r this connection an a ment similar to that set forth in Admini-

| STATINTL ‘strative | dated 7 June 1949, would appear to be

’ E : preferable, ‘

i ’
|
!
|
i
I
(

FOIABS

© T+ Among other items upon which we desire to comment are the
following: ‘ :

&, Attention is directed to the fact that on page 1
reference has been omitted with respect to "dependents and
- transportation of household goods and personal effects"..
. (Refer to paragraph 1 (a) of our original draft),

".' On page 3 under paragraph 3a. (2)(a) it is noted that
) . Me ixecutive is required to approve all temporary travel over=
L Seas with the exception of that entirely within the area of a
' o Chief of Mission. It is understood that the Executive has here-
tofore objected to having frequent requests which cover normal
travel submitted to him for approval and it is believed advisable
+ to direct his attention to the additional travel requests which
will be required to be submitted to him if this terminology is
- allowed to stand, - Also under sub-paragraph- (2)(b) relative to

RESTRICTED ~ ~ |
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the approval of the Executive for travel for hospitalization
there should be a requirement with respect to the submission

of detailed information and supporting data. In this connection
reference is made to page 7 of the draft submitted with our
memorandum of 11 August 19L9.

c. Reference is made to sub=~paragraphs (1)(a) and (1)(b)
of Ttem h. of page 5. Since the subject matter of the two
paragraphs pertain to "subsequently acquired" dependents and
household goods and personal effects, it would appear to be
advisable to combine (a) and (b) into one paragraph.

.. d. On page T it is suggested that under sub-paragraph (b)
at the top of the page the word "subsequently" be inserted
immediately prior to the word Mauthorized" in order that it will
be clear that an agreement must be signed even though an
Assistant Director or Staff Chief may subsequently authorize the
sale of a privately owned automobile,

f. Under paragraph L (a) on page 8 it is recommended that
the word "guide'be changed to "basis". Attention is directed to
the fact that under sub-paragraph (2) on page 8 there is no
provision for the submission for the Application for Allowances
in "duplicate" nor any information as to the nature of the details

to be submitted, and further, that the Chief of Mission does not

make the request for the allowance. Such request is made by the
employee.

g. On page 10 under paragraph 5 it is recommended that the
terminology in the second line of the first sentence be changed
to read as follows: "receive compensation and other benefits as
dictated by local custom", Please refer to sub-paragraph (d) on
page L of the draft. It is believed that the second sentence
should .read to show that the Request for Medical Examination is
issued "for" rather than "to" the employee.

- h. On page 10 it is noted that there has been cmitted under
paragraph 7 immediately following the word "regulations" the
phrase "or specific approvals or exceptions granted by the -
Director". Difficulties and inconsistencies will develop if this

. terminology is eliminated.

RESTRICTED
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| In order to expedite
STATINTL - uAe 1ssuance of administrative Instruction [ |(Revised) it would
v appear advisable to have a meeting of interested officials to ‘
- STANINTL discuss ‘the various points still aj‘. issue, K |
‘ ‘ : 9. It will be appreciated if you wili,l.di_scus_»s_anjv_‘qma_tjlons
STATINTL which may arise regarding this matter with
; Deputy Budget 0fficer, ‘ : : :
: E« Re SAUNDERS
|
§‘
|
i
i
|
i




;o );,\4‘ .. Approved For Release 2006/11/06 : C

(STATINTL Genoral Counsel

| Yanagoment 0ff1cer

FSTATINTL Requost for Opinion.

ST ATINTL . This office | n the process of i-e-drnrting Administrative

/ ‘ "Inatruction pertalning to Travel and relatod allowances. i

5 The question as to when service abroad commences has arisen, It -

! will be sppreciated if you will furnish your opinion on the fole !

! lowing questions: ‘ i

‘&e¢ From what date are foreign allowances payable? :

; : . o | o ]

be What dete is considered the date from which serve i

i ) i ice e.brgad is computed for purposes of home leave?‘ ) {
b . o
‘ ! :

| STATINTL ' ‘

‘! .

L ;

| :

s !

I

i‘. :'i
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ADMINISTRATIVE INSTR DATE
O,
SUBJECT Travel, Allowences, and Related Expenses

Administrative Instruotion
subjeots Overseas Allowances,

be  Administrative Ixiltruotion| |¢htod 7 June 19).}9.
subjects Travel.

o+ Administrative Instruction | dated 1 2uly 199,

subjeots Travel Allowanoes Instructions),

dated 26 Deoember 19148.‘

 Administrative Imtrucﬂon:l dated 26 Ootober 199,
subjeots Travel Allowances; ' ; i
A T PR \

1, Travel and Related Items
a¢ Travel and transportation oxpenses, and oxpenses incident thnroto.

inoluding those incurred in the movement of dependents, ~household goods and

‘personal effeots, may be paid to or on behalf' of employees in accordance with

the provisions of rublic law 600 = 79th Congrees, Publioc Law 92 « 8lst congun.'
Agency and other appropriate legislation, reg;uiations issued thersunder » the
Standardised Government Travel Reg;ulationa, and the Foreigzn Servioce Regulations,
: vhon d . nspooiried in. igm a.nltructiono
b, Inuanco ot Iravel Orders
(1.) Travel orders will be issued by the F:I.lonl Division except as X
otherwise stated.
{(2e) chlotn of Mission cutside the continental United States my -
nuthorin. npprm. and issue tun:l. orders for tcnporary duty Guvol
‘vithia their theaters for employees umr their Ju-iuiotloa.
¢, Requests for !‘nnl Orders o : - S
(1.) Requests for travel ordorl. or a.ndmtu thoroto. other then
thon desued by Chiefs of Mi-uon. shall bo propuru 8 3 trtpuuh. = | !

REB?QIQM
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The origiml and one copy will be routed to the [iscal Division, a.nd

one oopy will be routed to thovrrmcpomcton Bnnch. Servioes Diviuon.

All oopies will be routed throughs

(ae) Assistant Directors or Staff Chiefs or their Deputies in

the oase of individuals under their jurisdiction.

~ (b) Chief, Personnel Division, in oases involving permanent

S AR

change of station or travel to first post of duty abroesd,

(o) Exeoutive in ouof of Staff Chiefs uul Assigtant Directors
Ld) Enu—hn De’uf, Erccu:hve ov Chiof Admin)atrative bn;,t Wwhen

L1
requelr! Mmeludes ovevseas f’v&us‘lovh.'h on 0F atoms bila.
ontir&ly-within the-thester-of-a-Chief. -of-Missionj-and-where--...

Mﬁa&lyvprovldodwimothor Agenoywoguhﬂon "

il =

(2.) Yersonal motion of (each forwaray

offioial mst be indicated

on the request, Requests for domestic travel will be submitted in

suffiolent time to be proocessed and resch the Fiscal Division at least

L8 hours prior to the Plenned departure time, /Hequesta for foreign

travel lhouid be submitted 60 days in advnnod of plenned date of departure.

(3.) The Fiscal D:lvilion. wpon the rooomondntion of the chtot‘.

soruou Division, mey issue monthly bhnkot trlvol orders for truok

drivers engaged in reputad official trips and arrange for periodis

submiseion of travel vouohers covering such repeated travel,

d. Responsibilities cf the Transportation Branch, Services Division,

(1s) Provide travq arrangement servioe.
M UST coWdetr . TTans pofat pm ﬂrwpd ‘ va w__, Z /’Q*,,h'hye
mhu-lul.ooamem iywvlm-

7 Crsgwerel (ovd'wd ‘an“;

- Wﬂm&uﬁmﬂmﬁwwmﬂuwww

(2.) Armp for the issuance of pulportl. visas, and secure thnm

it Qluunu when muury.

D
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; (5.) Vorify that preporly mthunuutu ottioul orders have been

! ILLEGIB 1nuea. ,and that seourity oluuuo. phyllul ouun‘tlon. imntntion
J i _ Ipcuportn. visas, and theater olunnno hun been

obhimd bel‘oro rcloulng the tiokets or Transportation Request to
“%he traveler. '
. )imd Servioos Porsonnel
Amd sorﬂou personnel performing tompoury duty tnnl or travel
‘ in oonnnunn with a permanent change ol‘ lhtion for the benefit of the Agenoy N
:' ‘ i wul be reimbursed for por diem and travel ooltu in Acoordence with the travel
‘ ro;uhtlm 1&" the Armed Services, Upon reooipt of travel requests upprowd
- by the Fiscal Division, the Saval Administrative Comand or Loadquarters
‘Detachment will issue appraopriate trnvel orderss Two ocertified copies of the
’ ordor- will be formarded to the Fisoal Division,
' k fo Fhysioal Exnmimtiona and Immunisations in Connection with Foreigh
| “Travel.
(1:) A complete physioal examination and roqu!.rod 1mn1nt£on are
vnoounry within 50 days prior to departure, |
’ (2.) An additional Physical examination to insure freedom from
oo-mtubh diseases is roquirod within 48 lwun prior to departure from
| ‘ Tashington, ‘ _
- o (3e) A ntumo physioal examination 1s uqumd within § da.yc after
v | rotmlu %o Wuhlngton from overseas assignment, ‘
| (be) Phystonl oxaminations and l-nnlutiom & be requested by s
- forwarding & Request for mmx Ennmm m/u nmnmmn (Pora No. »e'ra)
ILLEGEE e the Medieal nmuoaq L act hu than €0 days prir to- |
oumm date of departure, '

P

e

wmom 5.

4
i
1
|
1
H
i
i
|
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l'uvpl VYouchera met be submitted to the Fiseal Division upon oome
‘plyotlon of each trip or at the end of esach calendar month in oase of extended
travel, %ﬁdhorl for travel authorised by a Chief of an overseas post shall bc
submitted to the appropriste post officigl for processings Armed Services pere
sonnel ihail give the necessary data to the Headquarters Detachment or Naval
Admtn;ntntivo Command for the preparation of vguohcn and submission to the
Fisoal Di.vhion, Copies of regulations pertaining to travel may bLe aobtained
_m- the Fiaul_ Division in addition to ndvioé as to the preparation and sube

mission of mohorl,
he: Por Diem and Mileage

(1s) Fer diem and mileage rates provided under existing laws and
regulations represent the maximum allowable, 0ffioials authorised to issue-
travel orders will reduce the stipulated rates whonever avallable infore
uﬁtén indioates that the maximum r(tu wil:. excesd tho necessary of!‘i.ohl ‘
tun'lipg exponses. The requesting and approving officials of each
agpgzzgtim; unit concerned should be in a position %0 Justify the rates
roquuted. The approval of a request by the initiating office ‘will be
desmed & ocertifioate that tho rates stipulated therein are not in excess
o!' the amounts nomny roquirod to mot ‘the necsssary offieliel travel
expenses under the oiumtmou.

(2‘.) For extended periodssof tqaury céuty at the same post in the

uum ahtu. normally the fonuug uhnduh of maximsn ntu Ml ‘pplyc

' riret 60 dlyn - .9.00 : S ;

Snudéohyo-, 6400 e

Third 60 days = 3,00 - N

‘Abnmo of 10 dnya or hu mu not be oouimcd as 1ntompti.n¢ the |
ooutlnuity of tmp«rwy duty &t ‘the aane post. o

‘ '»nnmxcm ; . s

: i i b i st e 2 s e St ki bt e bt

106 - CIA-RDP81-00728R000100010039-0



8R000100010039-0

" Approved For Release 200671

»

4 Fov |
mmmm 43

(50) Par. di- ‘u-l‘-.-.A. .

f
| thority,,and’the pg;m)‘{lt or reimburae-
o W\\
. ,
xponses incurred ing: dent to such travelAfay be 'ﬁpproved by t'lf;e’ % 3///

Chief, Aam,;é: 9{ st ‘Tb e M»M L b w,,\v-

vaung' e ——— -r‘wlﬂ.td in m. 1utm..

be Quarters and Post Allowances

% . (1’) ; 1'03‘??0' .'v lod 4 . uar b.l s ost .9001‘1 o8t tr ansfer and
. ) 8 Ng, q [ » P 14
[

f

LLEBEB | |

= w111 b0 submitte

P ‘ 4 1in duplies '

; Chief.of uiseton, %o by the employes 4o his

- (3 Pr ' |
| *) Prior detormination with respeot to % o stiiny Aol it
l‘llui"l‘i and | lcpu-.ﬁm !

] all
B mneu will bo zade by the oal Divig
t ek e by the et D sion on the bagis of detailed

U e th
: @tionAluhtttod by the Chiefs of Hission,
. e A ..g\/\eﬁ« . QfO"fQ. r\«*& ‘ . *

H I I ‘ ;’ z
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b E ~ (be) The kunti.ng of temporary lodging, quarters, post, spesial post,

I o tnnnror and aep;ntion u.llomnoos will be effected through ‘the Lssuance,

in quadruplicate, of a gchedule of Allowances I:l The original
and 2 signed obpiol, together with s signed copy of each pertinent Applie

ILLEGIB; .

ostion for Allowsnoea, must be transmitved to the Figoal Division,
(5¢) 8ohedules of Allownnces will bo issued each time an sllowance is
' p'mted. rovised, or teminatad. The nohedulos also muat be hluod at the
beginning of emch fiscel year (1 July) with complete information as to the
allowanoes puyaﬁlo to the employees of each Mimaion; however, where no
change has ocourred, it will not be ‘naoesao.ry to submit supporting evidence
d.nd information otherwise roquired by this instruction,

(6s) A8 of 1 Jamuary end 1 July of each year and at such other times
a8 may bo deemed necossary by'the Chiof of Mission, he should roview hin
emplo;fees' astimated annual expenditure for quarters, The eatimated
amount should bs oompered with information as to expenditurss ‘made and
antiolpated to determine the need for requiring the anployes to -ubmit‘

& revised Applioation for Allowances » thereby applying for a revised

quartersor guarters portion of a speoisl post allowance grante

0e FPost Differentials and Cost of Living Allowances v
(1) Foreign and territor:lgl post differentiels and territorial cost

of living allowazices will be paiq cmployoal in accordance with P@g!‘hﬁml!
_iuuod by the Deputmnt of State and the Civil Servioo Cormiseion.

~

(2.) suoh differentials and allonnou will be granted, where uppliuhh,

by the Chief, Personnel Divh!.on, tnd be inoludod on the onployul' Pcroonnol
Actionc | | B ' |

i
i
1
¢
¢
It
1
4
i

ILLEGIB

(%) To be en;iblo for Forelign end territorial post dtfi’crantm- an

:’-c-ployu mst be a oi.tl.nn or mtioml or the Unnod Statese
it | m:smmrsn _ ke

e S e S U
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‘ denoe at time oi‘ nppoint'msnt or %o a point not more dinta.nt or, upon retirament'
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3o Special Authori_tiox/ - | » | i v :
Inoidont to assignment of omployen to permanent duty atations outside the
oonti.nontal United Statea. ita Terriboriou and possessions, the fol].oving OXe
ponses, in advdition to thoae normally pnyablo. mey be allowed;
“ 8 ~ Travel and transportation ‘8xpenses incidoﬁt to return of an employee and

his inmmediate family when ordered to the United States' for home leave, The ome

tployeeimuat have been a resident of the United ‘States or its Territories and’

pouaessions at time of employmont by the Governmeht. Orders i“or home leave will
be issued upon completion by the employoe oI' 2 yenrs contimous Gavermnent 20TV~
ioa abroad or ss soon &g posaible thereaftor, provided that ho has acorued to his
crodit at the time of such order anmual laave suffi cient to carry him in a pay
status whilo in tho United States for b least & 30 day period. In the event ~
the full 2 ysars serviae has not been apent with the Agency. the employeoe will ?
be raquired to gign an agreement to complete 2 yeara of service with the Agencyj
unless separateé for roasons boyond his control. While on home leave, the eme
ployee . shall not be e.vailable for work or duties except in the Agency or for
training or reorientation for works and the time of such work or duty shall qot ‘
be counted &8 leave. Leava of absenoe granted for home leave shall be oxclusive

of th‘e‘timé actually and necessarily occupied in going tc or from residenes in

the United States or itg Territorzea and possessions and such time as nay be —

necouurily occupiod in awu.ting tramportat:lon.
bs Travel and tranaportation e:u:pqnaej'J including transportation of housohold
goodl and personal eﬂ‘oots, of an amployoo and his 1modiate fanily to his

sueceuive poats of duty, and on the temina'bion or his servicea. to hi: resi=

to the plaee whareho will reside,

o cost or utoring the household gooda and puraonnl of'fects of an oinp;_bya__o‘ :

»rho in ab:ont undor ordorn fron hil unuul pont of dnty. [;r who i,svavnvignq.dj to o
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g puate. vhere: ulneu or 1njnry (not ‘the result of viuiouu habitn. intmpomco
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'Aa post to wh‘ibh, becauge of amorgenuy oonditicns, he is not pormittad to take
_ his housechold and porgonal offao’ca. When 11; ia determined, bocause of emergenoyv
| conditions, that\houaohold goods and personal effeots may not be shippod, the
facts muat ‘b brough‘c %o the imnediate attontion of the Figeal Division. Housc
hold goods and porsona_l effects stored fay not exceed the authorized waight
allowanae, ' _

cde  Cost o£" a'boring “the household goods and personal effects of an umployn
on f'irst arrival at a post for a period not in ‘excess of '8 months after suoh ﬁrllt
‘arriavel or until the esteblishment of rosidence quarters, whichever shall be
shorter,

0e Trs;vel and transportation expenaofy including trensportation vof hbuaehold
goods and personel ef‘feots, of an omployee end his immediate family from a post
at wh:.oh. because of the vre‘mlenoa of disturbed conditions, ther: is imminent

danger to life. and property; and the return of such persons, goods and effects

. %0 such post upon the cessation of bsuch conditions; or to such othor poet as.moy

in the nesnbime have become the post to which the -employee has been assigneds
’Facts concerning the necessity for the move must be eloarly set forth in the
request for or apprafal of travel,. ,

fe. Exponge in tranaporting e privately=owned autnmo‘bih> for or on behalf of
an employee in o case whers it is detormined that water, rail, or air transporta=
tiom of ‘the automobiel is necusuy or expodient for any part or of all thc di.s-
tance between points of -origin and dutimtion. Deteminttion “that an employue'n

Privatoly=owned autmobi.lo is to be shipped at Goverament oxpeme murb be indie

. oated. in ‘the ruquost for travel.,. The onployoo will be required o sign an

agreement. proeluding tho sale of the uutouobile unlou subtequontly authorixod

by the Aasis'tant Diractor or Staff Chief concornod.

To Trmrel exponse of a rull-tino cmployno. by who:bcver man: deemed appro=
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or missonduct) incurred while on nasignment abroad, necessitaten hospitalization )
‘E;”vfn.fe—-i Wl he sllowed To From Fhe nenves? suitoble. Aadpited ov ‘L//'f/l.'.‘,

ina loocdlity where there does mnot exist a suitable hospital or olinlc.]\lr the

" employes is %oo 11l to ti'uvol unattended, travel oxpense of en sttendant may also

be paid. Exoépt in extreme emrgoncy, approval for travel under this section must
be secured in advanoce from the Exgoutives A complete report must be furnished
bosbheBbeosdaDividtion in all cases.

_he Cost of preparing and traasporting the remeins of an employee or & member
of his family, who mé.y die while in & travel statua or sbroad, to hia’_,hom or
offiolal station, or to such other plece determined by the Chief, Per'soimel
Division, %o bo the appropriate place of interment, providigé_ that in no cage
shall the expense allowed be greater than the amount payable had the destination
been the home or official gtationm.

i. Travel end transportation expaﬁseﬁ, including transportaticn of household

: , , : ‘ immediate ,
goods and personal effects, of new appointees and their/femilies from places of
actual residence in foréiyn countries at time of api:qintment to places of employe

T (( feduve e hitne @ due] vesideneey ot 4l e 8 -f PO Wt e A
mont por 8 polnt not more distant, Suech mppointees must agree in writing to re=
main with the United States Government i‘of & period of not legs than 2 years from .

the time of appointment. Violation of such agreement for personal convenience

of ‘an.employee or because of separation for misconduct will bar return payments

)
!
i
i
i
1

and, in the ovent of such violation within 12 months, if detamiz;od by the Chiéf,
Personnel Division, "co be in the best interasts of the United States, any money

expended on account of such travel and trensportation shell be considered as a (

g

~debl due by the individual concerned to the United States. \wml‘u"‘y & e |

. }fﬁl e .
Je  Travel and transp’ortd*sibn,.,_expensas_éf. dependents and household/good’s and

personal ‘erfedtt_(withiibn established woight lnitations) acquired suabsequent to

.‘c‘j\”\‘ o ﬁ

@{m

728R000100010039-0 "
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v

innunnao of chamge in station or homo loave orders,. whon proparly authorizod

in an nmendment to the origlnnl order, and travel or transportaﬁion commencu

‘within one yaar of i.ho dn.to the omployeo arrives at his pont of duty.

‘ »4. I.ooul Porsonnel.

Poi'sonnel hir’ed looa.lly by chiefs of Miuaions normlly will reooive tro.vol
expense, allowances and other bonefits ag dioctated by looal euntom. and. whenever
poasible, “practices followed by other govarmantal aoti.vitieu. Employmant dooue
monts. ur ,contr‘aote for services muat sot forth the details of the arrangamont

in each case,’

: o 3 ‘ !
g . (Q_,«O“?’\_,L‘] b"{\f $omn ,A*--“'L/(‘i-\‘-'(' f"»‘-«f'-"""'"’"‘""m"‘nw‘»‘f ME::':MN?-) R Ll/f / |
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Management officer ‘ 19 December 1949
Budget 0fficer '

X Revision of Administrative Instruction[ |

“95X1 1. The attached draft of the proposed revision of Administrative

Instruction [ | forwarded by your office on 13 December 1949 is
substantially in accord with the views of this offica. It is believed
that at the time this Instruction is issued simultaneous aciion should
m be taken to either rescind Notice [ Jor amend it so that it would
ND & hot prohibit the use of any provisions of Public Law 110.

25X1

_(»‘,s‘f 2. It is noted that in some cases form mmmbers referred to in
, R the proposed Instruction are identified by applicable Agency numbers,
. _V"‘” It is suggested that for uniformity and consistency all forms referred
| o ~ to be so identified or that such identification be completely eliminated.

3. It is suggested that paragraph "i' on page' 5 be eliminated
since this is a Delegation of Authority which should be included in
existing Delegations signed by the Director or the Executive., If it is
determined that this paragraph should remain in the Instruction, it is

v\ recomnended that it be reworded to read substantially as follows:

% v.

\‘) "The Executive and his Deputy, or the Chief, fdministrative
Stalf, under their general supervision, are authorized to approve
travel performed by civilien employees on account of &an emergency
or without prior authority and the payment or reimbursement of
expenses incurred incident to such travel',

baragraph "i", as now worded, would by implication restrict such
authority to the Chief, Administrative Staff. In some instances hg
would not be available %o approve the applicable travel accounts.

L. Under sub=section 2 (b) on page 5 of the proposed Instruction,
it is desired to effect a change in paragraphs (2) and (3) %o require
prior determination with respect to "transfer, temporary lodging, and
separation allowances", . This would necessitate The e ration of
the words "temporary lodging" from paragraph (2). This change 1s

‘ ‘ necessitated by the fact that until the proposed Ixecutive Order con=

gy cerning allowances applicable to personnel of this Agency is signed

. by the President, there will continue to exist a question as to the
propriety of making payments for temporary lodging allowances for

7 personnel on vouchered funds. = The General Counsel is familiasr with
: . this situation and you may desire to discuss it with him in further
detail., ‘

o compaa
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[E \g e It appears that the last asentence in paragraph (b)(3) on
L Lo page 5 was inadvertently omitted when the attached rcvision was
R ‘L compiled from the draft of 10 November 1949. If this sentence is
Lo 0 to be omitted, it is suggested that the words "and recommendationst

be inserted immediately after the word "infommation” in the first
sentence of paragraph (b)(3). ,

o 6. The following sentence should be inserted as the second
E Fr sentence on page 9 of the attached draft.: ‘

0 ‘ "Expenses will be allowed to and fi'om the nearest suiteble
PO 7 hospitel or cliniet, ‘

B

7. In view of the probable difficulties in administering the

] 25><1 i, - regulations covered by Administrative Instructioanl as revised,
: : M,,ia and 1o assure clarity, it is recommended that there be added as a
final section 5 the following:

e

) "Except uas specifically approved otherwise by the Director,

W the additional benefits provided by this Instruction shall not
i\\ apply to individuals in those cases where the travel or tringe
(\/‘"é 8 portation commenced prior to the date of this Instruction.®
{ . V S TTHTTWith respect to the attachment to the proposed Instruction,

it is believed that a slight rewording is advisable, particularly

in view of the fact that many exceptions have been heretofore

spproved by the Director and since Confidential Fund Regulations

are already in existence and do not in all cases provide for the

same benefits as this Instruction., It is suggested that the attach=

ment he worded substantially as follows: :

I "Administrative Instruction | hiated will

apply to travel, allowances and related expenses pulid from
confidential funds except s ‘specifically approved otherwise

by the Director or his desighes.

V""”9. - Bhould you have any guestion with reapect to any of the
recommendations set forth above, it will be zppreciated if you will
; ‘ discuss them in further detail with this office., In view of
L additicnal items which have come to the attention of pertinent
Ll officials subsequent to the lagt draft of the Instruction, it may be

3 - advisable to hold a meeting of interested officials including &

i representative of the Finance Division, SSS, and the Legal Staff,

; F. R. SAUNDERS
Attachment

CONFIDENTIAL
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MEMORANDUM ' v 21 December 19L9

=2

i e et et et R P

TO  : Chief, §§ 8
FROM "t Fineance Division

5% SUBJECT: Administrative Instruction| |

l. The attached draft for the proposed revision of CIA Administrative

25%1 Instruction presents numerous problems.if it is applicable to travel )\ !
' ‘ paid with co ential funds. Although the Instruotion itself does not state |- e
that it is applicable to confidential funds travel, the absence of an ex- _(‘I”

’ cluding clause indicates that the intent is to establish Agency-wide poli=
i : cies, procedures and regulations in a single Administrative Instruction.

25X1 2., - The draft |:|is 8. comprehensive document, setting forth Agency
S policy and regulations, delsgations of authority and, further, setting
forth the precise procedures as to forms to be used und the routing thereof.
! To the extent that different forms, delegations of authority and procedures
; are in current practice in 0S0 and OPC, the publiocation of this Administra-
tive Instruction will lead to a great deal of confusion, even though pro=-
R vision is made for waiver of such portions as may be inconsistent with the
current policies and procedures for confidential funds travel. If it is
desired to set forth in an Administrtive Instruction the universal policies
and regulations of the CIA, it is recommended that two Administrative In-
b 25x1 | structions [ | be issued. To the necessary and desirable extent, each
' could be modified to reflect the organizational structures of the overt
and covert Administrative Support Staffs, and could reflect such other
i variances between vouchered and confidential funds trevel as may be necessary
and desirable. )
25X1 . .
‘ 3. To illustrate the extent to which the present |:| is not suitable
to the present policies and procedures, there is attached a very cursory
4 ; listing of some of the major inconsistencies. In view of their extensive
) : nature, it is recommended that current policies and procedures for confi=-
1 i dential funds travel be amended to conform to those of the draft [ prior
25X1 | : to the issuance of said Administrative Instruction, in order that the trang-
‘ ition may be effected with & minimum amount of disorder. This recommendation
i ; is pertinent only if it is deemed necessary and desirable to esteblish pro=
J cedural uniformity between the two types of travel.

| : : ‘
o L, 1P time permits, and if it is desired, we can make a much more tho-
osxq ,] rough study of the problem than we have heen ahle +n dn dm dhiae weaeeegnqiun

Acting Chief, Finance Division
Attachments ,

 CONFIDENTIAL
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1. 'Fiscal Division referred to in error = Finance Division.”

2, Requests for travel orders are not handled as steted in l.b.{1.).. The
travel request is submitted by the Division, for whom the employee
travels, to the Ovorseas Employees Division, and only the original copy
is sent to the Finance Division. All foreign orders are written from
this request which hes been properly signed and approved prior to sub-
miasion. Distribution of these orders is made as follows: Original
and one copy - retained in Travel Unit; 1 copy to Division concerned; o
1 copy to the Overseas Employees Division; 1 copy to overseas station; ot
"1 copy to Unified Military Commend (for Military personnel and civilians
going to Military eres); 1 copy to Communicatione (if Communications
personnel); 1 copy to PSD (Carge); and 1 copy to PSD (passengers).

" 3. Domestic Orders are not written from requests. Original and 2 copies
of Form 33-28 are prepared by Division where travel originates, and all
copies are sent to the Finance Division after they are properly signed i
by the initiating officer and approving officer. Upon receipt of order :
in the Finence Division, a number is assigned and sent to the Acting '
Chief, Finance Division, for approval and signature. After order has
been signed, one copy is returned to the Division where order originated.

! i li. Blanket orders are written only on rare occasions.

‘ i : 5. Procedure for writing orders for Armed Services Personnel as stated in

| 25X1 ;é: draft[:::] is incorrect: Requests for travel on confidential funds of

3 F Military Personnel are not currently sent to the Navel Administrative
Commend or the Hendqunr%??h Detachment for issuance of orders. Orders

: for Militery personnel traveling on unvouchered funds are handled in the

: same manner ag civilians traveling on unvouchered funds.

; i ‘ 6. Travel accounts: Draft [:::] states that vouchers for travel authorized
! by a Chief of an oversees post are submitted to the appropriate post

i o official for processing.. Currently, vouchers are to be submitted to

! ‘ : Headquarters for computation, audit, and approval prior to payment, une
4 : less otherwise directed by Headquarters.

. 7. When Military personnel are traieling on unvouchered fundé, the itinerary
o is not given to Headquarters Detachment or Naval Administrative Commend
for preparation of the voucher. The account is submitted to the Finence

Division without prior submission to Headquarters Detachment or the Naval
Command, )

8. Under "Speciwl Authorities™ - See "In the event the full 2 years service
has not been spent with the Agency, the employee will be required to
-5ign an agreement to complete 2 yesars of service with the Agency unless
separated for reasons beyond his control." This appears to refer to
accelerated home leave. The practical application of this provision
seems unclear and probably incorrect.

‘;9,‘The attached authorizes storége of effects, but in no case does it méntion
that storagg charges and quarters allowance may not be paid concurrently.

o CowEoeNAL

/06 : CIA-RDP81-00728R000100010039-0
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10+ The delegations of ‘suthority, aud the personal approvuié required on
travel requests do not conform to the organizational titles in 080,

- 'OPS and the Special Support Staff or current procedures within those

‘mitﬂt R B ' | .

i ;
A i
i

i

|

oo




r Relleage 2006/14/06 - ggklmqmooompM)osg-o

] g ;;’ -~ .
o DR pprov o ' .
RN 0 e /ACINROYanaume « UNITED STATES GOVERNMENT

TO ¢ Management Officer : ‘ DATE: 2 September 1949
FROM : Deputy Budget Officer

| STATII\}TL ' SUBJECT: Proposed draft of Administrative Inst, :l

, 1. The attached revision of the draf't of Administrative

STATINTL Instruoction[ ] forwarded by this office on 11 August 1949

has been reviewed and it is desired to concur in the revision
subject to the following comments or suggestions:

| k

! 8. It is noted that in Paragraph la(3) that there has

i? : ‘ been inserted "form 34=5)", Reference to the Form No. was

b intentionally omitted by this office at the time of preparation
I‘ - 8ince it was not determined essential and in order to preclude
f the neceusity of amending the Instruction in the event of a

| change in the Form No. ‘ :

; .be It is noted that a change has been made in subparagraph
oo (5)(a) on page 2 in relation to similar instructions set forth
' o ' under (5)(d) on page 3, i.e., in one instance it is indicated
that physical examination should be taken 90 days prior to f‘?
doparture whereas in the other case, instructions state that K
requests for physical examinations will be forwarded not less ‘ f
than 60 days prior to date of departure. )

¢. In subparagraph b. on page 4, the following sentences
have been eliminated: "The requesting and approving officials
of each organizational unit concerned should be in a position
to justify the rates requested. - The approval of a request by
the initiating office shall be desmed & certificate that the
rates stipulated therein are not in excess of the amount normally
required to meet the official travel expenses to the locations

listed and under the circumstances involved",

This office is of the opinion that & statement sub-

stantially similar to that indicated above should be included

in the Administrative Instruction in order that administrative

and operating officials would more fully realize their
responsibilities and would be.cognizant of the need for furnishing
authoriz ing officials with adequate information when necessary
‘since the authorizing officials are usually not in a position
to make a determination, except on the basis of information - -
reflected by the requesting and approving officials. The '
reasons for including a somewhat similar statement in Adminis- o
trative Instruction |E:|were substantially the same as those o
‘which now exist, The placing of such responsibilities will tend

STATINTL
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. to eliminate some time-consuming re.view‘s in the future
and satisfy the requirements of the General Accounting Office,

. do - Subsequent to the issuance of the originael draft,
there has come to the attention of this office the matter . .
of providing authority where appropriate for employeas to
move at Government. expense, dependents and personal effacts

‘ - acquired subsequent to the issuance of change in station
i : : orders, It is therefore desired that there be added on
: ' page 7 as subparagraph l=c=(10) the following: “Travel and
-transportation expenses of dependents and their household
goods and personal effects (within established weight limit= =
ations) acquired subsequent to issuance ‘of change in station Ry
, or home leave orders when properly authorized in an amendment - .~
, 7 to the original order, and travel or transportation commences (}
+ M ; within one year of the date of the original order", '

‘ 2., With the exceptvion of the above matters, this office is of
the opinion that the proposed Instruction is ready for issuance and
has concurred subject to consideration of the items set forth herein,

- STASTNTTEL
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C : ;
' CENTRAL INTELLIGENCE AGENCY
Washington, D. C.
IE |
SRt ) . i X
’ ‘, . i ADMINISTRATIVE INSTRUCTION - ‘ ' 26 December 19L8
STATINTL & . " NUMBER I:l ‘
1 ' SUBJECT: . Overseas Allowances
STATINTL f ) , ' Recision: Kdminis trative InstruétionIZI,
' g ; dated 25 October 1947
: l. Effective at the close of business 25 December
STATINTL
R 1918, Administrative Instructionl - laased 25 October
1947 is rescinded. ‘
ro 2. Effective 26 December 1918, overseas allowances
‘ will be paid CIA employees in accordance with the pro-
; d visions of applicable regulations issued by the Depart-
‘ ment of State, Bureau of the Budget, and Civil Service
: Commission.
} 3. Allowances granted will be subject to pertinent
Agency administrative con$rols and instructions.
-
R. |, HILLENKOETTER
Rear Admiral, USN
Director of Central Intelligence
X DISTRIBUTION: A
| ¢
{ . .
.
|
vl
t
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ADMINISTRATIVE INSTRUOTION- . __ Docomber 1948

1

|

E o

TATINTL NUMBER - ’ 1
SUBJECTs OVERSEAS ALLOWANCES

‘ ! ‘ 1. Effective at the close of buuinou 26 Daoom’ber 1948, Administrative
STATINTL

i
i

Instmotion:ldated 26 October 1947 is rescinded.
2. Ef'!‘ootive 26 December 1948, overseas allownnc?l will be paid CIA
enployees in accordance with the provisions 04 roegulations iaaued'
( ‘ : by the Department of State, Bureau of the Budget, and Civil Service |
| comiuion. |

P 3+ Allowances granted will be subjeot to pertinent Agency administrative

controls and instructiox;l.

R. He HILLENKOETTER
Rear Adminal, USK
Director of Central Intelligence

CONOURRENCE:

STATINTL

D h’
STATINTL v "'@9‘“ '

 STATINT




f QﬁWP@MMRF}&l,&O G 0019001 0039-0

Approved'ForRﬁelﬂease 2

1

f 2avwn

ADMINISTRATIVE INSTRUGTION - L December 1948

éTm{iNTq_ o NUMBER ]

; . SUBJECT: OVERSEAS ALLOWANCES

[
i
i
|
{

1. Effective at the close of busginess -25 December 1948, Administrat'ive

STA‘I'[:j‘NTL Instruction :ldated 25 October 1947 is rescinded.
’ 2‘. Effective 26 December 1948, overseas allowances will be paid CIA
f employees -in accordance with the prdvisions #/“:gggiations issued
; by the ﬁepartment of State, Bureau of the Budget, and Civil Service
' : Commission.
‘ 3+ Allowances granted will be subject to pertinent Agency administrative
: controls and instructions.
{
!
' Re He HILLENKOETTER
| Rear Admiral, USN ‘
‘: Director of Central Intelligence

. ‘ Person@rnnch‘ e -
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L+ Looal Persenuel

Persenmnel hired locally by Chiefs ef Missiens mermslly will receive
travel expense, allewanses and ether benefits as dictated by lecal eustem,
and, whenever pessible, prastices follewed by ether govermmental aetivities,
Employment deouments er oontracts fer servioces must set forth the details
of the arrangement in eaeh osse. ; : ~ : .

Se ‘Exoept a8 specifieally approved ethorwise by the Direoter, the additionsl
benefita provided by this Instructiem shall not apply te individuals in these
oases where the travel er transportation eemnmenced prier te the date ef this

Instruction, : :
Re H. HILLENKOETTER
Rear Admiral, USK ,
Direster of Central Intelligense
Attachment

DISTRIBUTIONs A.
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] STATINTL ATTACHUENT 70 ADMINISTRATIVE INSTRUCTION[ | DATED
| STATINTL __ Adminietrative Instruction[ | dated _
;. will apply te travel, allewanees and related expenses paid frem
i : osonfidential funds exeept as specifieally appreved etherwise by
' the Directer er his desigmee. _ ‘
1 ’ o
.
L
Y
T : " R. Ho HILLEWKOETTER
? : : ’ Rear Admiral, USN v
’ L . L Direoter ef Central Intelligenee
? DISTRIBUTION: A.
| STATINTL ~ NOTEs This Attachment will net be used with coples ef Admiaistrative
X Instructien[ | distributed eutside the Washingten Office.
i
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(b) Chief, Porsonnel Division, in omses involving permanent
- change of station or travel to first post of duty abroad.

(o) Expoutive in cases of Staff Chiefs or Assistant Directors,

('7/ M’Z(Mr /U"é-—w.{ llr“""t"t\.‘{( At —Aavoadiegl

(d) -Bxeoutive,—Deputy-Exeousive,-or-Chief, Administrative
Staff, when request includes oversess transportation of automobile.

- (2) Personal aetion of each forwarding offieial must be indioated
on the request. Requests for domestic travel will be submitted in
suffiolent time to be processed and reaoh the Fiscal Division at least

hours prior to the planned departure time. Requests for foreign
travel should be submitted 60 days in advanee of planned date of
departure,

: (3) The Fisoal Diviaion, upon the recommendation of the Chief,
Services Division, may issue monthly blanket travel orders for truck

| . drivers engaged in repeated official trips and arrange for periodio

submission of travel vouchers covering such repeated travel,

d. Responsibilities of the Transportation Branch, Services Division,

, / (1) Provide travel arrangement servioe, Personnel ordered overseas
Aheudd -aust contact the Trensportation Branoh six wecks prior to departure,

(2) Arrenge for the issuance of passports, visas, and seoure
theater clearanoe when necessary, ‘

(3) Verify that properly authenticated official orders have been
issued, and that security olearanoce, physical examination, immuni:zation,
passports, visas, and theater clearance have been obtained before
releasing the tiockets or Transportation Request to the traveler.

6. Armed Services Personnei.

Armed Services personnel performing temporary duty travel or travel
; in connection with a permanent change of station for the benefit of the
: Agenoy will be reimbursed for per diem and travel costs in acoordsnos with
s , the travel regulations of the Armed Servioes. Upon receipt of travel
‘ requests approved by the Fiscal Division, the Naval Administrative Command
o or Headquarters Detaohment will issue appropriate travel orders. Two
pR certified oopies of the orders will be forwarded to the Fisoal Division.

. fo Physiocal Exeminations and Immunizations in Connection with Foreign
Travel. ‘ : _ . ‘

(1) A complete physical examination and required immunt zation are
i , necessary within 90 days prior to departure, :

(2) An additional physical exemination to insure freedom from -

R communicable diseases is required within 48 hours prior to departure
: Yoo from VWashington. :

L 0
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(50 Ojﬁ‘ce Memomzzdum * UNITED STATES GOVERNMENT

10 , Executive ‘ : ' : DATE: 3 January 1960 ’

R

i7" BTANGAND YORM NO. 84

i L

. FROM  Management Officer

;NTL sUBJECT: Adminiatrative Instruotion:' Travel, Allowances and Related
| S . Expenses. EEE

1. Recommend approval of the attached revigion of Administx"ativé
Instvaetion| ] ¢

2. The revision was neceasary due to additional authorities grante=
ed the Agency by Public Law 110, 8lst Congress. ' :

3¢ The final dreft as contained in the attached stencils has been
in coordination since September 1949, and has the concurrence of all ;
interested offices and staffs. Cod

4. . Major recommendations or points of difference and the final
solution in each case is as indicated below:

(1) Recommendation: That authority to approve temporary
lodging allowances be not delegated to field stations until
after publication of a Presidential Executive Order authoriging
such delogatione

Actions 1Included in Administrutive Instruction.

(2)  Recommendations That the Administrative Instruotion
apply to expenses paid from confidential funds except where
specifically approved otherwise. :

Actions Included in Administrative Instruetion.
. ll

‘ (3) Recommendations That the effective date of comnencement
of tour of duty abroad be established as thedate the employee.
departs from the United States.

Actions Date of commencement of foreign tour of duty
established as date of arrival at foreign post of dutye '

(4) Recommendations  That the Administrative Instruction
not apply to travel or transportation commencing ‘prior to issue °
date of the Instruction. : ) .
Actiont Inoluded in Administrative Instruction

(56) Recommendations That authority be included for ship=
ment of "after acquired" household effects within presoribed
‘weight allowances, . :

‘ Aotions Included in Administrative Instruction.

. be . A11 minor poinfa of difference were resolved to the satis-
faction of the concurring offices. o

- RBTRICTED .

e ApproVéd_ For.Release :2006/11/06 CIA-RDP&"I -00728R000100010039-0 . -



R . Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0

RESTRICTEy

e
s

i

S

6e Please note that the signature of the Director is‘raquired‘in
two places as marked (1) on the Instructimn and (2) on the attachment, !
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: OﬂiceMemorgndum « UNITED STATES GOVERNMENT -

A Manégé«nént'o fricer : ’ ‘ DATE: 22 December 1949

FROM : Legal Staff

'svﬂjacr: 4 P:_‘opi_)sed Administrative Instruction |:|

STATINTL.
[: 1. This office concurs in the comments made by the Budget
j Officer.in memorandum dated 19 December 1949, and particular :
i ‘ , reference is made to paragraph li and his observations in regard to
/ "temporary lodginge" ‘ ‘ i : 2
v 2. - We believe that the only sourcé-of .authorify_' for issuance
- of a temporary lodging allowance lies in the Foreign Service Act
of 1946 (Section 901 (1)), and it is not extended to agencies other
than the State Department under the implementarv exeentive crders ‘ :
FOIAB5
|
[ .
STA'I?»INTL' '
STATINTL' )
Attachs g

1. Copy of 1tr 19 Dec. from Budget Officer (&mns Ldxgat Stagf)
2. Copy of draft of Adm. Instr. [ | ’ . .‘

Lo

AR ;
\Q\a\\ i
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| STATINTL  ADMINISTRATIVE ms'mum;;zw_l o | DATE

SUBJECT t  Travel, Allmncia. and Beh’ced Exponses

RESCISSIONSs @e Administrative Imtruotion:dutod 26 Dacexbor 19148,
youb:)cotu Ovorseas Allowancos.

be Administrative Instruo»ion:l dated 7-June 1549,

‘i
| STATINTL
STATINTL - ‘ subjects Travel,

0. Administrative Instruction[ | dated 1 July 1gig,

STATINTL subjects Travel Allowsnces (Interim Imtructionl).

| STATINTL do Administrative Instruction| | dated 26 Ootober 1949,
‘aubjeots Travel Allowanoes,
1, Tufel and Related Items
o, Travel and trangportation expenses, and expenses incident thereto,
‘inoluding those inourred in the movement of dependents, household goods and
poflonnllerfootu.. may be paid to or oh behalf of mpldyoos in acoordance tith ‘
the provisions of rublic law: 600 = 79th céngronl. Public law 92 = 8lst Congress, k
Agency and other lpprdpriate legislation.» regulations issued thereunder, the
‘ Standardized chernmnt Travel Roguhtions, and. the Foreign Service Roguht:.onl,
{ M :;:ooiried innis instruction.
| be Issuance of Travei Orders
(1.) Travel orders will be 1sswed by tho Fisoal Division except as
otherwise stated.

i (2.) Chiefs ot Mission outudo the oontinon“;l United S‘htn my

I .uthoruo. lppl'm. and issue tnvol oraou for h-pcury duty. mnl
| ' tltlun their theaters tor employees under their Juriulotion.

O Requests for Travel Ordon o . A
(1.) Roquutl for tunl. ordon. or mndnntl thoroto. other thn »
' those issued by Gntefe of lliu!.on. sball be pﬂplﬂd 1n triplieate, o

RESTRIOTED SRER IO
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The originnl and one oopy will be routed to the Iisoal Divioion. and

one oopy will be routed to the rrmnporhtlon Branoch, Sorviou D:lvinicn.

All oopies will be rout-d throughp

’ (ae) Assistant Direotors or Staff Chiefs or their Deputies in

the ocse of individuals under their Jurisdiction,

(b) Chief, Personnel Division, in uiu 1nvolvingvpo‘mnent
change of luﬂon or travel to first post of duty atroad,

(o) Exeoutive in oase of Staff Chiefs and Assistant Directors []
where overseas travel is involved, oxcept tomporury duty travel
entirely within the thesater of & Chief of m‘uiom‘ and where
speoifically provided in other Agency regulations.

(2,) Porsonal action of each forwarding official must be indioated

on the requnst, Requests for domestic travel will be submitted in

nu!‘fioiont time to be processed and reach tho Fiscal Division at least

hB houra prior to the planned departure time, Requests for foreign

travel should be submitteq 60 -days in advance of planned date of departure.
(3.) The Fiscal Division, wpon the recommendation of the cﬁiet.

Services Diviuion.' may ﬁcﬁo monthly blanket travel orders for truek

drivers engaged in repeated oﬂ‘iohl trips and a:range for periodic

lubniuicn of travel vouchers covering such ropntcd travel,

de Ruponlibuities of the Trmsportation Brunoh. Servion Divisionm,

(1) Provide tnnhrraagmt nrvioo. (!nnhn roporting to

" foreign points will ooutact pouonnlly whorover pouiblo the Brmh at

lont 6 weeks befors thn phnnad date of doparturo to fasilitate the

' mnngomtl o)

(2.) Arrange for the issuance of pu-portu. vuu. uu seoure theater
olmmo whon mutm-y

* RESTRIONED -
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(3.) Verify that properly muthenticated offieial orders have bm
hnuod. and that lnurtty olannu. physical examination, lumtuﬂon
{where roquind). pnlportu. vhu, and theater olearance have been
obtained botoro releasing tho_ tiokets or Transportation Request to

~tho traveler. '
Q. . Armed Servioes Fersonnel

Armed Servioes personnel performing temporary duty travel or travel

in oonneotion with a permanent change of station for the benefit of tke Agmy

will be reimbursed for per diem and travel sosts in acoordance wﬁ:h the travel

regulations of the Armed Services. Upon receipt of travel requests approved
by the Filul Divieion, the Naval Administrative Command or Hesdquarters
Dotnhmnt will issue appropriate travel orders. Two certified ooptol of the
orders will be forwarded to the Fisoal Divioion.

f. Physioal Examinations and Immunisations in Conneotion with Foreign

Travel, ‘ '

(1.) A complete ph;ﬁiul examination and required immnitution are
nocouiry within 90 days prior tp doﬁuturo.

(2.) An additionsl physical examination ‘tb insure freedom frov.
communioable diseasos is roqulrod uthin ha hours prior to d'pu-tun from
‘Nnhington.

(3.) A returnee physioal examination is required within 5 hn after

| roturnin; to Wuhington from overseas ulimt.

(Le) Physioal examinations and imsunisations shall be requested 5hy ‘
fornrung & Request for Medieal Exemination m/u- Ireunisation (Pornm: Yoo 5;-72)
-to ‘the Medioal lelaon wherever poulbh. not hu thnn 60 chyo prbr to

o utmud date of dopu-tun.

Approved For Rilaase 2006/ /08 CIARDE
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€+ Travel Acoounts »
!'n.val Vouohcu must be uubmtttod to the Fisul Division upon come

’ plotion of noh tr:lp or at the ond of each ulendar month in ocase of utondod

- ' truel. Vouchers for' travel authorized by a cmor of an overseas post shall be

‘ 'lubnittod to tho appropriate polt otﬂoigl for prooouing. Armed Services per=
‘ uonnol lhlll give tho necessary data to the Headquarters Detachment or ﬁlvul
Adm:lni.ltntin Command for the praparation of vouchers and sﬁbminion to the
Fisocal Divhion. Copiu of regulations pertaining to travel may be obtained

| from the Filoal Divieion in addition to advico as to the propnntion and sube
‘!uuion of vouchers,
h, Per Diem and Mileage
(1.) Per diem and mileago‘rates provided under existing laws and
regulations represent the maximum a'llomble_. Offioials authoriged to issue
tnvel orders will reduce the stipulated rates whenever available i.ni’or-
mation indioates that the mnxixmnn rates will exceed the necessary offioial
traveling expenses. The requeating and npproving oficials oi‘ eack
orgenizational unit conoerned should be in & position to justify the rates
rocjuutpd. The approval of a request by the initiating office will be
deemed 5 certificate that the rates stipulated therein are not in excess
of the ancunts normally required to meet the neocessary offiolel travel
oxponses under the oircumstanees.
(2¢) Por extended poriod-uot t-pcnry duty at the same Post in the
United Butu. normally the tollnug, schedule of -m- rates shall t’plyl
el T B
Third 60 days = 3,00 L
Abnnoo of 10 dsyl or hu mn not bo omidond s 1ntorrupt1n; the
_ oonttnui.ty of tompomy duty ut the uno poot.

Approved For Release 2006/1 1./06 CIA RDP81 00728R000100010039 0
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(3e) Por dien 1noidont to travel abroad and return therefrom, po.ytblo
to an unployoo and his immodiste family, shall be in ecaordance with

senizieng of the Foreign Servics Regulationse

ssparation allowanses wili tc .. ..
Bised Government Civilisn Allowance Regulations as m wwoi:. L
(2.) Chiefs of uission are authorized to grant U, S. 8itizen employees
| 'hemﬁéruy lodging, Quarters, post, and special post mllowances on the basis
of evidenoe submitted to end investigated by him, subject to recognized
‘ rov;:nr practices by the Fiscal Diviai‘on. Application for Allowances
(Form No. 34e32) will be submitted in duplieste Ly tho employee to his
Chief of Wission.
(3¢) Prior detormination with respeot to transfer and separation
allowances will be mndo by the Fisoal Division on the basis of dwuilod
_1nfomtion nulmittod by the Chiot- of Mission and their resormendations,
Chiefs of Miesion ny grant tmnlror and upnutton allowanoces vhcn
o lpooitictny direoted by the Chief, Figoal Divhion. Appnuuon for
! ... sueh allowanees will be prooouu as 1n 'g' above and supported by
' Anforsatien in suffieient detail to pernit o deterninaticn as %o the |
propr&otkyfor moh paymntl. L B ' L | : J
BesmIm» =5~
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_by the Chior. Pouonnel Divilion. lml be uwludod on the nployou' Porlonnel
~ Aotions (Form No. 37s3),

c-ployu ‘mst be.a oitinen er np.tlml of the United States,

| 1 Novlo
(Le) The granting of temporary J.ddging, quarters, post, special post,
transfer and sepuration allowanoes will be effected through the issuance,
in qutdrupiioute, of ‘& §vhedule o}t‘ Ailmenl (Form 3Li=33)s The origtnei
end 2 signed oopies, together with a iigned copy of each pertinent Appli- ‘
ontion lfor Allowances, must be transmitted to the Fisoal Division,

‘ (.5.) Sohedules of Allowanoes will bo 1ssucd each time an allowance is

»grnyxted, revised, or terninated.  The schedulses also must be issued at the

beginning of each fiscal year (1 July) with cbmplete information as to the
alloﬁanoos paysble to the employess of égch Missiom‘homver, where no-
ohange has oeéurred, it will not be necessary to submit supporting svidence
and information oi:horwisé roguired by this instruction,

(6e) As of 1 Jamuary and 1 July of each year and et such other times
as may be deemed neocessary by the Chief of Mission, he should review his
employees? estimated annual expenditure for quarters. The estimated
amount should be ocompared with information es to expenditures mede and
antiolpated to determine the need for requiring the omployee to submit
e revised Application for Allowances, thereby applying for a revised
qugrtorsor quarters portion of a special post allowance grant,
ae¢ Poast Differentials and Cost of Living Allowances

(1.) Foreign and torritorial pol‘b dirforon'aiah and territorisl cost

" of living allowances will be plid employneu in acoordance with nguéhtim!

issued by the Department of State and the Civil 30"100 Cmuulou.
- (24) 8uoh dirrorentiala and nllmnool will be gro.ntod, where appliublo.
(3e) To be eng:lble for Foroign and tmitorisl post du'rorentull an

- RESYRIOTED : L ebm
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8¢ . Speoisl Authoritlioa,
Inoident to‘unqignmnt of employoes Lo permanest duty stetions outside the

continental Unitod States, Lts Torritorles and possessions, the following e

" pnnn@u. in addition S0 thoso mormally payabls, mey bo allowed:

fe Trevel and transportstion oxpoﬁno incident to return of an employes and
h&l lmnediote rﬁniiy when Qrdarod to the Unitoed Gteses for home loaves The gne
- ployes must have boan & rosidont of tho Ualted Ytaton or its Territoriez spd
?oauausiana at time of wmploywont :by the Qovornmetite Ordors for home loave will
‘be iswum upon aouplodion by tho ewployio of 2 years conbimwous Governmomt morye
ico abroad or o gocn ms posaible thorsultor, provided thut ho has mocrued to his
orodlt st the Gino of cuch order wonusl losve suffieiont to carry him in o pﬂr ‘
stotus whilo in tho United Stabop for ut lenst £ 50 day poriods In the event
the full 2 yoarg sorvico has not baom opont with the Agency, the employeo will
ba roquired Yo sign an agrespnnt to noapleke @ Joarg of gervice with the Agency
unleas separated for reasony beyond his conbrols  ¥nille on hond loave, thw ome

ployee shull not be avellable for work or dutdes exaept in the Agenoy or for

| tmming or rearientetion for works snd the time of such work or duty &hall not

bo ocunted a8 leavee Loavo of absenco granted for hows loave shall be o;wluas.ﬁ
of the tlme nobially and npoossarily cco,upiu& in goling %o or from residence in |
the Unised Staten op itig Torrltorles and poassasions and such %o as may bo
#munrny iacoupiod in awniting transportations

be Trevol and transportation expunes, fs.noludxng tmnportntiw of household ;
‘goods w:d ;m-wml off'sots, of na 0mplam snd hig imadiam fanily to hie |
successive poata of dutyy ‘and on tha unms.nwson of hls sorvices, o his rnn:b- :

m at time oi‘ nppo'nﬁmw or to a pm:m uot nore Mntm or. upan ret:irmﬁ

%o ?:kn place sthershe will roshho

e Cost of worma tho hm:uhom anoda a:k& poramx wfocts of an. om’fmd

‘who 4" nbaom.' \mdor orders t'rau his uaunl poﬂs ofr mty. or vho is nni.gmd o
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, l post to which, bopoauso ox_‘ enargoney ooniitéliong, bo i nob pormi"!:ud to t'akh ‘
hi.n hougohold and swramm.l olfootas Whon 4 i deturmined, bocsuse of mor(;cuoy ' N
oondluma, thnt housohold oody and porgonel offeots ey not be :ms.ppod. the |
Sfagta: mmw brou.ght to tm huodmm nhtmum of tha Miaoal Diviniou. Tousow
‘hold goode and pomonul M‘i’ontu atored may not exooed the euthorised Wos.;;h(s
allowanone

de bbak af n‘l';orluu the hougehold goods and persvnal aff@cﬁn of an aﬁ:plom
o Pirat arrival aﬁ a post for a period not in exoess of 3 months after such first
Vnrriaval or unbil tho agtablishaent of residonce quartora, whichover shall be
shorbare | :
| voo Pravel and t?@apnrmmtm oxponee, including tronsportat!on of housshold
goods snd porscnal vof‘i‘aa*ba, of un employee end his immediate family from s post
at which, baonise of tha provalence of disturbed conditions, thor: is imednent
dnxgor 'bo e and proporbys cﬁm the vaturn of guch porsens, goode and a‘ﬂ‘om‘
%0 guoh post upon Yho cosaabion of guch conditionmg or o such othor pwt asimey
in t.ha mmmmo havo boowwo the pont 4o whioh the omployco. has boon ui!.mod.
Mztn co:zcumlm the necospidy for the mwm nugal do oloarly vet forth in the
rac,;um;t for oy ayproval of btruvels . ’

fo Exponoe in tronsporting a privetolypeownod sutomobiol for or on belslf of
an nmpioyoe in a c&ﬁb uhsee L8 1s deturmined tha.t muer, rail, or air t:umpoﬂ-

Ctiom of iho au‘bomobial 1- mcuaury or oxpediont i'or any pm or off ull the dh—
tmo betwean pos.nhn of origin and dnwimh!.m. Detornination that an employee's
pr:nmmod sutomobile is to bo shipped a% eommm oxpense must be indie
cstod 4n S0 request for travel, The enployes will ho roqu!.rld‘bo tip -

‘ Wt Frecluding tho ‘aale of thoe mtmobilo unlou mbuqudntlr authorised .

by 't;b Annsmt D&Mor or M ohm' omoormd.

gs Travel expense of a fullebime oaploy-o, by me.mr ml dunld nppn-

",puaw. whors 11lness o hjw (not W rosult of vistoos h.bm. 1ntmf

o ’AppfOV'ed\FdrﬁRele,a‘se 2006/11/06 - CIA-RDP81-00728R000100040039-0 "~ = -
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or ilguonduqﬁ) inolxrrmi.whilo on sasigoment u‘brbm. naceasliateon hoopi‘halumion‘
in a loonlity whore thoro doss not exist a sultable hospital or olinioe: Ii‘ the
onployeo is too 111 te truwi unattonded, travol axpense of an sttendaut w alao
be paide ﬁmbp’é in extrema ourgonoy, approval for travel undor th-lﬁ seotion wuet
bs seocurod in advanow i‘éo: tho Executivee 4 completo roport mast be furnishod
bo the Fiscal Division 'm «l) canese ‘

he Coot of proparing and troasporting the reveins of mn ouployee or a nember
of his femily, who may ‘d.tu wbibla in ui travel statis or wbroad, to his homo oi-
offiolnl a‘bdﬁim. or o 'nug!x othor plage debernined by’féhu Chilef, Porsonnel
Plvision, S0 he tho approprioto place of intormend, providing that in 2o veue
ahall tho oxpense allowed bo gromter than the sount gagable hed the destination
bosn the home or offiocial atatione

i.; Travel and tmupor-t.aﬁan sxpansd, inoluding transportabion of housohold

Lnodiabe
goods and personsl off'ecls, of new sppolntees and their/Tamilies from places of

- sotual msldence in fordign oaun.i:ricn 'm:‘ti:na of' appointment to places of amploye

mont or & point not more diptante Such sppointecs muat agroeo 111‘ writing to roe
wnin with the United Statos Govormmont for & wriod of nob lesa them 2 yoors i‘ron
the time of nupoint;mmh. wnlatmn of suoh pgresoent for personnl convenience
of an emplowo‘ar boonuse of sepurstlion for adsoonduat will bnr roturn psymonts
Ahé. iz ttho wou& of suoh viola‘bi,ua‘ wishin 12 months, u' dotormined by the (hief,
?oraonnyl nivinim. o be in fhe bost mtsra t.a of the '*rzmad Stakoey, wny mnoy
sxponded oo nocount of auoh traw!. and ‘bmmspnmuon ghall he emsﬂ.dorod as o
debt due 'by the individual comceraed to ﬁw United muﬁou.

J. Travel- m:d %maportauan sxpense of depondents and household goods and
porscnal effodbe (within ostablishod welght Linltations) acguired subsoqueat to

‘ , , £
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lum.mnoo of ohnuun in stetion or howe lmvo nrdcn, mmn proporl:r suthorized

in m umdmmm to 1:lzw originel order, md travel or trassportatlon cmumn

| within ono yeour of the duto the mployn arrives at his post of dutye
g 4¢ Loonl Porconnol.

| Paraan;wl hired looally by Chiofs of mniona' numny will rooeive travel

i expanse, allowatoss snd othor henofite An diotated by locel custom, m&. whonever
pousible, : {ractices followed by oﬁmr g&mmatﬂ aobivitios, Enploymsnt dooue

monts or dontracts for services must set Corth the details of the arrangoaent

in eaoh ons0e f
P -j
| e
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- mwmw 10 A.x.|:L dated

Mmumme Inatruotdon m.:. datod Dooember ____, 1949,

Cn amly eo sraveld parromd mdor Gonfa.dentul Fmdn orders, oxcopt
“vhen sp@qammw approwﬂ oﬁwwme.

DISTRIBUTIONS A,

HOTE:  This Atmmnt will not be uped wiith sopies of Administrabive
mmmﬁm :hﬁmw cutatde the wmmm office,




LCENTRAL INTan wén gm}/ AGENCY
TRUCTION
WML mmmsrrmzvn o] |

{ QU‘LRTERS COST OF LIVING SPLGL.L FOREIGN LIVING uLLO“L.NC S

o Where spec.lflcally authorized or approvcd, quarters allowances, cost -

of l:Lv:mg allowances, .or special forclgn l:Lv:Lng allowanco'a shall be pald to

those enmloyeos haw.ng‘pcrmancnt S'batlon ina vforo:Lgn country. Such al'Low-
o ances ggall be paid in aCCOI’duan with the provisions of Buroau of the Budget

G:chular A-8, Parts A and B,

2.  For thc purposes of paravraph 6 of. Part A, c:.v:.llan,nemlo"ecs w:.l]

Jodsmgere:

- "bc vl«ua.\;;ﬁ‘.\.u\r“wu—a.u.LJ.UWS"""""""“ -

Grouo 2. Chief of Missions.and othér principal officers dir-;

eéctly subordinate to I‘Iashlngton, D C. (Unless o‘bllewﬁse nl;z.azv_\vodw.“”___,,,_
By thE DiTector, “These off‘n‘.—c:;]#.;h—v.ﬂ;ill i‘all'"ln gradcs CiP=13 .or P 6
‘or above. Employees in those grades who arc not d;rcctly‘subordi—
'lnate to Washington are listed in Group 3). | ‘
Group 3. Technical and professional employm.s w:.th gra des of
CAF= 9 or P-3 or above and not covered by Group 2

GrouE h'. All other employz.os thh grades under CuF-9 or P—3 ] '

'

"/MEMORANDUM ATTACHED .
EITUT\'IJERED PER LIA & UERAL ORDER

“Apbroved For Release 2006/11/06" CIA-RDP81:00728R000100010039-0 -
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St
CFN'ITL‘L INT IJ.ETG...NCE LGENCY
‘ Washington, D. C. : . '
/DMINISTR..TIVE INSTRUCTION ' 26 December 12;
NUMBER - ‘
[ N Ny
SUBJECT: Overseas A;ll?wances S
 Recision: . dpinistrative Instrur*tlon |:| ‘ Vﬂ)
o - dat G'd 25 OC‘tObC,I' "19L7 STATINTL

4

i
&

1. Bffective at thelclose ,oi‘ business 25 December : ‘
1948, ..dninistrative Inst ilctlpn [ Tated 25 October  STATINTL

1947 is rescmded. % ;

2. Effective 26 Decumber 1945, overseas allowances

©will be paid CI. enployees “in accordance with the Pro=-

visions of applicable regu'l tions issued by the Depart-
ment of State, Bureau or thel.:uf‘ffr*t and Civil Service
Commission. 4 4

3
[ 9 .

3. Lllowances Pranued 7211 be subject to pertinent
Lgency admlmstzatﬂ;z controls“ and 1nstructlons.

5

¢ .
!

/,f STATINTL

/ . Ri H. HILLEHKOETTER
/ Rear /dmiral, USN =
* Dlrector of Central Iﬁtelllgc,nce

DISTRIBUTION: &
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s, Coat of Livingf and Special Foreigi Allowancee
’dmir/xistrati 1 ction dated

TATINTL.

living. 11
an foreign cou try i
B Circulnr A-8 Pn.rts A

a ,.iislféllowjis‘t'; R R /‘f

“a, \'(“xro'iip 2 ; ‘
(1) Chiefs of ’Iis ions and other principal officers

vdirectly sulg dinate to Washington, D, C “in.
. _‘grades CAF=13 or P-6 or above. s :

(@)

vChiefs of éMisséo s, nnd cther principal officere
"directly/subor te to W..shington, Dy Coy dn’m o o
grades . pelow CA}§13;’01' P=6 may receive the allowe
" ance applicable 0 this Group, if specifically S
o ‘auth7 zed. by ‘the: 1rector. '

be Grou H,

AF-IB or P-6 or above who

(1) Em loyees in grades C E e
_ not directly suborag.nate to. Washmgton, D, C. R

Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0:



- Qm,ztgrg All uance (continued)
o f-(l) Not to excoed 90 days during tenporary o.baence
o under orders\incluaive of any approved amual
s ,leuVe. If it ts nntiéipated thot' temporary . SRR
- - duty will ‘extend beyond .90 days, o trnnsfer of SRS
v ~officia1 station should be effocted, - P

(2) “Not to exceed 90" d'tys during uuthorized leave -
.1 'of ‘absence with pay. plus trdnsit: tine when 1eavo
B taken in the United st.ates.

(3) Dm'ing o.bsence from poat of assignnent without DRSS

. poy on account of 4llness or beyond the’ period TR
of leave with pay specified above, when the Dir= ',
‘ector determines that such. oontinuunce would be e
in the public interest ' :

Do -Living and §pecial Fore"gn Living Allowance,” The
- 1iving allowancé: provided by Bureau of the: Budget
o Circuler A-8 for personnel” pcrnnnently assigned to- " -
s foreign stations will be authorized while in travel ~
B ’ stntus, to: o : '

e : (1) Personnel with. fanily I’I‘O"ided f‘mﬂy does
R o not acconpany cnployee. :

;(2) Personnel v:ithout fanily dur:.ng any tI‘lp of
: less 'bhan 24 hours dur“tion. . ‘

R, H. ICLLINKOTTIR -
T "Retr Admiral, USN -
,Director of Gentral Intelligence

R L
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w goNEm I
. MEMORANDUM TO ‘I ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS

Subject:  CIC Administrative Order] |

‘Enclosure: 8., Memorandum from the Chlef, Speclal Fuﬁd 28X
To the ADSO, dated 2 Decembor 1946.

S . - - Approved For Release 2006/11/06 : CIA-RDP81-00728R000100¢10039-0 6? /() el i .
- ' ' b Wl V’”ﬁgz

25X1

1.  Attached hereto 1s a memorandum, dated 2 Decembor 1946 .
.from the Chief, Special Funds Sectlion to you concerning the
above subject. | requests a speclfic definition of thwe
persons who are ellg e t0 recelve the quarters allowance come
mensurate with a Group II classification. Paragraph 6, Part A
of Bureau of the Budget Clreular A-8, provides for the classifle
catlon of employees in four groups. Thls classiflcation 1s one
of the bases whlch determines the amount of quarters allowances
to be pald. ' ‘

25X1

| ‘ ‘ 2., The following 18 submitted in asccordance with the
i . queations set forth In paras 3 of Mr. lichols' memorandum?
; b). Administrative Order provides that Group II clas-
‘ : ' sification applies to Chlerw misslons and other principal
of ficers directly subordinate to Washington, D, C., and unless
otherwise approved by the Director, these offlclals will fall
in grades CAF=13 or P=6 or above. Therefore, the answer to
question b would sppear to be yes, :
¢)s There sppsars to be no reason why the Chief of a small
statlion neceasarily should be treated differently than the
Chief of & larger station i he otherwise ls ellipible to ree-
celve the quarters allowance for Group IT.
d). It eppears that a few individusls are rcceiving approved
representation allowances and may. now be eliglble to receive
higher quarters allowances, .The amounts prescribed in Bureau
of the Budget Circular A-8 are the maximum amount only, and 1t
is within the administrative discretlon of the head of the de=
partment concerned to prescribe lower amounts or no allowances
where the expenses incurred at the overseas station are less
than those antieipated, or where no higher costs for living
~expenses are occesioned by the aasignment ln a foreign country.
It would appear desirable that a review be made of all represen=
‘ , tatlon allowances now being pald before the greater quarters.
Y _ allowances are made effective based on the higher classification i
!, of the individumls concerned. o ‘ _ .
: . "e@)e As stated in d above, the prescribed sllowances are maxie
i mum amounts and, where the expenses at a particular station do
not werrant paymont of the full amount, an administrative deter-
mination should be made as to amounts to be pald, Since the
actual Chief of Misslon in thls case has turned over to a

L LA
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A,

subordinate the soclal responsibllitios normally the llability
of the Chief of Misslon and is himself living very covertly,

; there should be a determination of the living expenses which

i would normally be incurred by an individual in the status
‘presently ocoupled by the actual Chief of Mission. The paymant
of quarters allowances should then be based on such expenses
rather than the expenses normally anticipated for the Chief of
b & Mlssion assuming full responsibility, In addition, the

i representation allowance recelved by the subordinate acting

! ag the Chlef of Misslon should be reviewed, Under the clroume
Ll stances, it might be deemed appropriate to classify him in
Group II if otherwisze eligible to be placed in such a Group,

2‘5)(1_ + 3o . Paragraph 4 of | memorandum raecommends

* that no person recelve thHe Group classification except on

‘ request of the Chlef of the branch concerned and the specific
approval of the Assistant Director for Special Operations or
other Assistant Director concermed, It is belicved that this
ls a desirable procedure, inasmuch as the payment of the maximum
quarters and cost of living allowances is a matter for adminiw

 strative detemination, This 1s particularly so when the pure
: - pose of the extra allowances prescribed in Bureau of the Budget
. Circular A=8 1s to compensate the individual for the increased
- 1iving expenses Incurred by reason of the employee being stationed

outslde the continental limits oi' the United States, It 1s not
iIntended that this additional allowance cover the entire cost
of an employee's living expenses while abroad, It is believed
that the recommended procedure would facilitdte answering the

251, specific questions proposed by |4in paragraph 3 of his
b memorandumn, ‘
25X1 o) !
¥ Assistant General Counsel
251
Lo cot | |
25)?,1 ' : Saunders{ |
JSW :mbt, |
i SR ‘ i , TIag
o cowmprETIA
i o

el ‘..,Appr',o,v,.ed‘ For.Rélease 2006/11/06.: CIA-RDP81-00728R000100010039-0 ... s
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9 Januay; 1947

MEMORANDUM FOR THE DIRECTOR, CENTRAL INTELLIGENCE:
SUBJECT: CIG Administrative Order[ |

1. CIG Administrative Order [ Hated October 31, 1046
mekes provision for Group II elessilicatlon for civilian employses
who are Chiefs of Missions or principal officers directly subordi-
nate to Weshington, D. Ce The Order spoocifios that these officials
will fal) in grades (AF-13 or P-6 or sbove, unless otherwise approved

- by the Director.

\ 1
2. I recommond the Group II olassification for(four Jotficials
who are chief's of their respective stations and ‘direotly subordinate
to Washington, but whose grades ere below the CAF-13 or P-§ level.
It is believed in esch cuse thai the fulfillment of the obligatiouns
&t the station concerned justifies the Group IT classification.

%« Therefore, there is attached a proposed letter of authori~
zatlon for the Directorts signature. The Director's approval of
this proposed letter will permit Special Punds to pey the Group Il
classification to the individumls concornmed.

4. It is recommended thet the payment under the Group II
clasgilication be made effective 1 Januery 1947, excepl when an
individual wes appointod to his respective position at n date sub-
sequont theroto in which event the Group II sllowance will cammence
on the date he assumed the responsibility at the overseeas puste

DONALD H. GALLOWAY
Assistant Director
Specisl Operations

 CONFIDENTIAL




e e e 3 g
e .

28X 14

-rosponsibillties outlined in Para.gra.ph 1 above.’

Approved For Release 2006/11/06, 0728R000100010039-0
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KRM{ORARDM
10 1 Chief, Special Funds Seotion
- FROM : Director, CIG

- THRU + ADSO

SUBJEOT : Group II Classification Under Buresu of Budget Cirouler A-B8e

1. The following oificinle of the 0fflice of Special
Opemticmzs axe approved for the froup Il olussification for overseas
quarters, under provisions of Buresu of tha Budget Ciroular A-8, and
cIC Administrs.tiva QOrdor Ho. 3l.

2+ This au*bhoriution will remain velid only so long as
the above nmued individuals rewmain In their prawnt posts snd direatly
subordinate to ¥ Washingbon, D Ce

. 3¢ This suthorization will be offective 1 January 1947
for those individuals at the posts concerned on that date. “Othor -
offective dates will be the date the individual concerned assumes the

HOYT 5. VANDENBERG
Lieutenant General, USA ;
Direotor, CIG [ i
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‘  CONFIDENTIAL
| MIMORANDW G : ] o 29»@@19&7

01 Assistent Chief, Budget & Finande.bseach
 FROMi  Ohief, Special Funds Division ' - |
SUBJSOTY Revision of pdwlnisretive Oider[ |

- We have reviewed the draft of the revision of CIG
Administretive Order[ | and concur completely with the
presentation with one exception. This exception concerns the

- “last sentence in paragraph L, R P »
: It is suggested that this sentence be revised to
read as followss - o L s L o ‘

. "With respect to the provision concerning cost =
‘of living allowamces as set forth in Paragraph 3, this =
-Agency will pay no allowance where the employee's '
..famlly accompanies an employee. to the United States

. during his absence in a travel or leave status."

Chief, ’Isp_ocnl Fands Division

| OEDEst
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‘ 16 January 1947

MEMORANDUM FOR THE DIRECTOR, CENTRAL INTELLIGENCE:
,5"‘25X1 ' SUBJECT: CIG Administrative Order [ 1

1 1. CIG Administrative Order |rr—_| dated October 31, 1946,
makes provision for Group II classification for civilian employees
who are Chiefs of Missions or principal officers directly subordi- -
nate to Washington, D. C. The Order specifies that these officisals
will fall in grades CAF-13 or P-6 or above, unless otherwise approved
by the D:.reotor.

s : 2. I reoommend the Group II classification fnrm
: 251 ] who will be a Chief of Station and Hireotly BubBordinate to .
i Washington, but whose grade is below the CAF-13 or P-6 level. It is

believed that the fulfillment of the obligation at the Station con-
carned justifies the Group II classification.

- 3. Therefore, there is attached a proposed letter of authori-
zation for the Director's signature. The Director's approval of
this proposed letter will permit Special Funds to pay the Group 1T
olassif:.cat:.on to the individual concerned.

‘ 4. It is recommended that the payment under the Group II classi-
fication be made effective as of the date of his assumption of duties
i at the overseas post.

O ‘ : . . T ‘ DONALD H. GALLOWAY
C Assistant Director

v : 036'? = Admin. Bldg-. ‘ © Special Operations
| 4 S
125X1 ‘ : ‘

106~ CIA-RDP81-00728R000100010039-0.
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R - CENTRAL INTELLIGENCE AGENCY

1 o ‘ .- Washingbon, D. C,
ADMINISTRATIVM INSTRUCTION . .. o . 6 Jamuory 1950
v‘SUBJnEVCT:’ ’ Travgl, Avlllowanéos,‘ :}nd Related Expenses. - - '

RESCISSIONS: &a. 4 inis'brative Instrucbionl:l,‘ dated 26 December
N 1948, subject: ‘Oversees ‘Allowaneds, . ° o

by AdminiNtrotive Insfruction': dated 7 June 19L9,

subject

Travel, : v :
Ce Administr\wtive Instruction dated 1 July "
199, gubje\ctg Travel Allowsneces Interim Instructions).
4. Administrative Instruction|  |dsbed 26 October

1949, subject:\ Travel Allowanoos,

1. Travel and Relatod Ttems

8e  Travel and transportation expenses, and expenses incident’ thereto,
- including those incurred in the movementy of dependents, household goods
and personal effects, may be paid to or ;ktbehalf of employees in accordance
with the provisions of Public Law 600 = T9%h Congress, Public Taw 92 - Blst
Congress, Ageney and other appropriate legislation, regulations issued
thereunder, the Standardized Government Tr,av}al Regulations, ‘the Foreign
Service Regulations, and as. specified in thisvlnstruct‘i‘on. ) :

be Issuance of Travel Orders. \
(1) Travel orders will be issued .by the Fhseal Division except as

otherwise stated,

~authorize, approve, and issue travel orders. frnr tem orary duty travel &

" (2) Chiefs of Missions outside the continental\g;lifed States may
. within their theaters.for employees under their Juri -diqtion.

' 64 Requests forTravel Orders. -
(1) Requests for travel orders, or amendments theretd, other than
.those issued: by Chiefs of- Missions, -shall b prepared in;_jﬁrﬁx licate,

“'The original and one copy will be routed to the Fisenl Divigion,? and
one copy will be routed. to the Transportation Branch,’ Servicé'
. A1l copies.will be routed throughs« oo i o 0 3

[0

~ (a) Assictant Directors or Staff Chiefs or theiif Deputies in

_ Yhe.case .of. individuals sunder “their ‘Jurisdietion.’

-1~

RE'STRIG'I'"E'D_LS-;*;; i

.Divisione’
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(b) Chioef, Personnol Divisioh,*inioases involving permanent

ohange of' station ov, travel :to.first post of duty abroad,

(o) ‘Executive in cases of Staff Chief's or Assistant Directors,
or when travel abrond is involved, . ’ ' ‘

‘ (d) Chiéf, Administrative Staff, when roquest includes over=

y ‘ : seus@¢ram$portuﬁion of automobile, et

. (2) ., Personal .action of ‘each forwarding official must be indicated o
on the request, | Requests for domestic ‘sravel will be submitted in |
sut'ficient time to be processed and reach the Fiscal Division at least
L8 hOurs.prior‘Qo the planned departure time. Requests for foreign
travel should be submitlted 60 deys in-advance of planned date of
departure, ‘ :

T G et e T

(3) The Fiscal Division, upon the. recommendation of the Chief,
Services Division, may issue monthly blanket travel orders for truck
: drivers,engageg in repeated- official trips and arrange for periodic
! submission” of travel vouchers covering such repeated travel,

de Responsibilities of the Transportation Branch, Services Division,

(1) Provide travel arrangement service. Pefépnnel ordered overseas
.should -contact the Transportetion Branch six weeks prior to departure,

@) Arrange for: the issuance of passports, visas, and secure
jheater-clearancevwhen NECESSary., S o

. «(3) Verify that proyerly suthenticeted official orders have been

‘ 'iSsued, and that security clearance, physical examination, immunization,
. ‘passports, visas, and theater clearance have been obtained before

releasing the tickets or Transportation Request to the traveleér.

@« Armed Services Personnel. .

Armed Services personnel pérforming temporary duty travel or travel
in connection with a permanent .change of ‘station for the benefit of the
Agency will be reimbursed for per diem and travel costs in acéordance with
the travel régulations of the Armed Services.  Upon receipt of travel i
requests approved by the TFiscal Division, the. Naval Administrative Commend - ;

or Headquarters Detachment will issue appropriate treavel orders. : Two ' o é
certified copies of the orders will be forwarded to the Fiscal Division. :

‘. ~'f. Physical Exeminations and Immunizebions in Connection with Foreign S
Trav‘el. ) IR . = . vv - EURR . A . : . . A

Ll et e T L D T g;. y oy ’Jr
Qi (1) 'a completo physical examination*aﬁgvrégliré%QiMMEnfzation'are
necessary within 90 days prior to departure. :

B S SRR TRRIURS R STy ”‘ . F‘ X ‘:\ '}‘3 ;Q\"!E":).{;C.‘f.;l

(2) an additional physical »examinatiquﬁdy_%%gﬁéf '-gﬂq‘j'ﬂ!eed%rﬁ”from

communiceble diseases is required within L8 hours prior to departure
from Washington, i : ; :

e a ' : i

~ RESTRICTED:
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(3) A returnoce physicel exemination is required within five days
after rotirning to Washington - from oversces.assignment, -

T

& (L) Physical examinations and immunizations should be requosted :
- . by forwarding a Requsst for Medical Examinabion and/or Immunization ;
(F'orm Wo,-37-72) to “he Medical Division, not less than 60" days prior : :
o estimated date of departure, . - . .. o
ge . Travel Accounts. - DR ; : Sl e e ,
. Travel vouchers must be submitted to the Fiscal Division upon: com- i
' pletion of euch trip or at the end of esch ocalendar month in case of éxtended '
travel, Vouchers for travel authorized by a Chisf of an oversens post shall
be ‘sibmitted to the appropriate post official for processinge Armed Services
! personnel shell give the necessary data to the Hemdquarters Detachment or
{ C © -Neval Administrabtive Command for the preparation of vouchers and submission
j i - to the Fiscal Division. Copies of regulations pertaining to travel may be
{ ] ; ‘obtained from the Fiscal Division in addition to advice as to the preparation
‘ Pooe and - submission of vouchers. - : C RN B '

‘ : ‘ _ h. Per Diem and Mileage. -~ . : : | ' ‘ ?

' i‘ ‘ o (1) - Per diem and mileage rates provided under existing lows and

i - - -regulations represent the maximum allowsble, - Officials authorized to

8 *" issue travel orders will reduce'the stipulated rates whenever available

‘ S information indicates that the maximum rates will exceed the necessary 53
j 3 . official traveling expenses. The requesting and approving officials of g
each organizational unit concerned should be ia & position to justify

‘ ,; : - the’rates requested. - The approval of a request ‘by: the initiating office

‘ i » 'will-be deemed .arcertificate that the rates stipulated therein are not

in‘excess of the amounts normally requiréd to meet the necessary official

travel expenses under the circumstances.: -

- :-(2) - For extended periods of -temporary. duty at-the same post 'in the
Unitod States, normally the following schedule of meximum rates shall
apply: - i e - : AR o :

' - First 60 days: - . $9,00 7.

. Becond 60-days = - 6400~
Third 60-days . = 3,00~

Abséﬁgo,df,ten days or less shall not Bé considered as'interrupting the

continuity of temporary duty at the same posts L e

- (3) Per diém'incident o travel abroad and return therefrom, SN j
- .payable to an employee and his immediate .family, shall be in‘accordance i
‘with applicable provisions:of the Foreign:Service Regulations,. . :

P

2. Kllowsnces

":ﬁ &y, Overses, .und;tgggitorial.allowanoes will be paid employees in §
R accordance with\the prévisions of applicable regulations igsued: By ‘he §
J Departmept of St and the Civil Service Commission, :except as otherwise o |
 '&;5 specified in this\Instruction. - .iw - o o ' RIS
R o . m3elil ' S
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.bs . Quarters ond Ibsﬁ Allowanoeé}

(1) Teﬁporary lodging, quaiﬁors;?pdét, spaciai post, trunsfer,
and separation allowances:will be computed and adminisbered using

. the Standardizad-Governmantgcivilimn Allowence Regulations as a basis,

" (2) Chiefs of Missiongaro authorized to grant U, S. citizen
employees temporary lodging, quarters, post, and spocinl post allowances
on the basis of evidence submitted to and investigated by them, subject
to recognized review practices by the Fiscal Division. Application for

 Allowances will be submitted in duplicate by the employee to his Chief

_of Mission.

(3) Prior detormination with respect to transfer, temporary
1ddging>mnd,separation allowances will be made by the Fiscal Division
on the basis.of detailed information and recommendations submitted by

' the Chiefs of Missions Chiefs of Missionsmay grant transfer, temporafy

lodging and separation allowances when specifically directed by the

. Chief, Fiscal Division. Application for such allowsnces will be proc-

L'{f

essed as in (2) above and supported by information in sufficient detail
to permit a determination as to the propriety for such payments.
© (L) The granting of tomporary lodging, quarters, post, &pecial
post, transfer and.separation allowances will be effected through the
. issuance, in quadruplicate, of a Schedule of Allowances. The original

-and ‘two signed copies, together: with a' signed copy.of each pertinent

.&fgglication for Allowanoces, must be transmitted to'the Fiscal Division,

- (5) Schedules of Allowances will be issued each time an allowancs

.'is granted, revised; or terminateds . The schedules also must be issued

at the beginning.of each-fiscal year (1 July).with complete information
as to the allowances payable to the employses of esoh Mission; however,
where no change has occurred, it will not be necessary to submit support-
.ing evidence and-information’ otherwise required by this Instruction.

(6) As of 1 January ond 1 July of each year and at such-other times
28 may be deemed necessary by the Chief of Mission, he should review his
employees?! cstimated annual-expenditure for quarters. The estimated

. amount should be compared with information a2s to expenditures made and
~ enticipated to determine the need for requiring the employee to submit

e revised Application for Allowances, thereby applying for a revised
.quarters :or quarters portion of a special post allowance grante -
Ce Post Differentiglé and Cost of Livihg Allowsnces.,
._\f1)~”Foreign'and_territorial.poﬁt‘Hifferentid13>and‘territorial
cost ,of living allowanoss.will be paid employees in ‘accérdance ‘with

regulations issued by the Department of State and the Civil Service
Commission, ' o Lo L,

¢ () Buch: differentials and allowarices will be grented, where

- applicable, by the Chief, Persontiel Divisions and be included of the 4
-.employees? Personnel fetionss ..t TooLiond i sl e S i

e S :
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. leave will be issued upon -completion byrthe employee of two years continuous

]

00010039-0
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«.(3) :To be eligible for foreign and territoriul'post differentials

.‘ dn‘employee must bo-o cibtizen or national of the United States.

-

3. Special Authorities.

 Inoident to assignment of-employees to permmnent &ﬁty stations outside
the conbinental United States, its Territories and possessions, thée.following
expenses, -in addition to those:normelly payable, may be allowed: -

- as Travel and transportation:expenses inecident to return of an employee
and his inmedlate.family, when ordered- to the United States for home lenve.
. ‘The. employee must have been n resident of the United States or its Territoris
ﬁand‘possessions at time of employment by the Government, Orders for home

~ Government service abroad or as soon as possible thereafter, provided that
he has accrued to -his oredit at the time of such order annual leave sufficien
to carry him in.e pay status while in the United States for ot least a 30
day period, In the event the full two. years service has not boeen spent
with the hgency, the employee will be reguired:-to sign ‘an agreement to
complete two years of serviee with the Agency unless soparated for ressons
‘beyond his combrol. While on home leave, the employee :shall notibe svailable
for work or:duties ‘except in the Agenoy or for treining or reorientation

‘,,fon;wq#kiﬁagd the time of such work or.duty shall not be counted as leave,

t, ",:-’

Leave)lof absence granted for home leave shall be exclusive of the time
aotuelly and necessarily occupied-in going to or from residence in the -

United States .or its Territories and possessions and such tims as may be
necessarily occupied in ewaiting transportation. ‘ '

Do, Travel ond -transportation expenses, including transportation of
household goods and personal effects, of an employee and his immediate
family to his successive posts of duty, and on the termination of his

" services, to his residence at time of appointment or to a point not more
distant, or upon retirement to the place where he will reside,

' r(‘c;‘iCSEﬁ of storing the household goods and personal effects of an
omployee Who is absent .under orders from his usual post. of duty, or:who:'is

 assigned to: a post to which, because. of emergeney. conditions, he is not

permitted to take his household and personal effects.. When it is determined,
because of emergency conditions, that household goods and. personal effects
‘moly not be shipped, the facts must be brought to the immedinte attention: of
.the Fiscal Division, Household goods =nd personal effects:stored may nob
exceed the authorized weight allowances. : ERPRE,

[ /ds Cost of storing the household.goods and personal sffects of an - -
employee on first arrival et a post for a period not.in. excessi of three
months' after such first orrival ‘or until the establishment of:residence
quarters, whichever shall be shorter. " AR

. \®s : Travel and transportation expenses, including transportation.of. . Co
~ household.poods and personal.effects, of an employee:and his immediate j
¥ ffdﬁféfpost;Qﬁ'ﬁhi¢b;~becagsa;ofuthe,prevalencé of.disturbed cons: ‘
'Qitions,.%héfeuiS'immihepﬁ]danggr,tq‘life and property;. -and the return of !

famil

, L ABe
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“such persons, goods and-efféects to suéh?poét upon the cessation of such

conditions; or ‘to such'other post as may in the meantime Have becoms ‘the

© post to which the employee has been assipned. Faots concerning the ne=-

cessity for the move must be cloarly set forth in.the request for or

approval of travel.

£, Expense in trnnsporting’&:ppivately-owned automobile for or on

‘behalf of an employes in a’'case where it is determined” that water, rail,

or air transportation of the automobile is necessary or. expedient for any

vpart of or all'the distance between points of origin and destinations

Determinition that on employes!s privately-owned automobile is to be ‘
shipped. ut- Government expense -must be indicated in the request for travel.
The employee will ‘be required tosign an agreement precluding the sale of
the automobile unless subsequently ‘authorized by the Assistant Director or
L ! o g 4 R X .~

i Stuff Chiqf econcerned,

ge Travel experise of a full-time employee, by whatover means decmed b |
appropriste, where illness or injury (not the result of vicious habits, . / ;
intemporance or -misconduct) incurred while on'aésignment=abroad, necessi= { 3

. tetes hospitalization in a locality where: tliere does not ‘exist a suitable 3 !

~'hospital or clinic, Expenses will be allowed to and from the nearest

suitable hospital or clinici If ‘the "employee 15 too i1l to travel unattendéd,;

. travel expense of an- attendant muy alsd be paide Except in' extreme emergency, g

approval for travel under this section must be secured .in advance from, the y
Executive. A complete repopt must be furnished in all cases.. ) o)

he Cost of preparing and transporting the‘remaiﬁs'of‘an employes or a
member of his family, who may die while in a travel stetus .or abroad, to
his home or official station, or to such other ‘place determined by the
Chief, Personnel 'Division, to be the appropriate place of interment, pro-
vided that in ho case shell the expense allowed be greater than the amount
payeble had the destipation‘beenfthe home or. official station, . *

ds Travel and tfansportatidn ex?ensés, inclﬂding transportation of
household 'goods. ahd ‘personal effeets, of new appointees and thelr immediate

i families from places of actual residence in foreign countries at time of

appointment to places of employment and return to their sctual residences

ot time of eppointment or. a point not more distant, Such appointees must
segree in writing to remain with the United States Government for a period
woof not less than two years from the time of appointments ~ Violation of such

agreement. for:persoral convenience of an employee or because ‘of separation
for misconduct may bar return payments and, in thé event of such violation
within 12 months, if determined by the Chief, Personnel Division, to be in
the best interests of the United States, ‘any money expended on aecount of
such travel and: transportation shall be considered as a ‘debt due by the

Je Travel and transportationfexpensqs‘Qf dependents and household
goods \and personalieffésts (within establi ﬁé"%éight‘limitatibné) dequired |
subsequent to issuance of change in stat ‘or’ Home ledve orders, when -
properly“authcrizedwincan‘améndmentftdﬁ ¥

Y

ripd alépgdér;¥ap§*travql:§#;
. : he'date the employée arrives
at hisfpost of duty. Personal‘offecﬁgaipclude‘privatelyhowned_vehicle.
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L. Local Porsonnel

‘Personnel hired locally by Chiefs of Missions normally will receive

- travel expense, allowanoces snd other benefits as dictated by local custom,

and, whenever possible, practices followed by other governmental. activities,
Employment documents or contracts for services must set forth the details
of the arrangement in each case, S ' ‘

5. Except as specifically approved otherwiss by tlie Director, the additional
benefits provided by this Instruction shall not apply to individuals in those
cases whore the travel or . transportation commenced prior to the date of this
Instruction, : - S ‘

6. The Executive is authorized to take appropriate action on~reqﬁests'£or
exceptions to the provisions of this Instruction. ’

Re He HILLENKOETTER
" Rear Admiral, USN
Director cf Central Intelligence

T

Attaohment ’ ‘ S

DISTRIBUTION: A.
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ATTACEMENT TO ADMINISTRATIVE INSTRUCTICN[ | bATED
6 JANUARY 1950, : |

L. Administrative Instruction [ ] dated 6 January
1950, will apply to travel, allowances and related oxpenses paid
from confidential funds except as otherwise specifically provided
in Confidential Funds Regulations, ‘

2. Tor the above purposes those portions of [ Jwhich refer

to officials of the Administrative Staff by their titles apply to like '

officials in the Special Support Staff,

R. H, HILLEREUCTIER
- Rear Admiral, USH
Director of Central Intelligence

DISTRIBUTION: A.

NOTE ‘This Afttachment will not be used with copies of Administrative

Instruction[ ] distributed outside the Washington Office,

-
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oo s CENTRAL INTELLIGENCE AGENCY

T : Washington, D. C. o o

6 Jouary 1950
No. . .

WSUB‘J‘E‘CT:‘ Travel, Al‘ldwances-,. snd Related Expenses

* /RESCISSIONS: a. Administretivo Insbriction [ 1 dated 26 Decomber

1948, subject: Overseas AlTowances,
b Administrotive Instruction[ | dated 7 June 199,
+oe..subject: Travel, = - . ‘ ' ) ,
¢, Administrative Instruction deted 1 July y
oo 1949, subject: Travel ‘Allowances (Interinm Instructions).
d. - Administrative Instriction |:I'c‘v1atc;:d 26 October

1949, subject: Travel Allowences,

.14 Travel and 'Rela.t”ed Items -

.8 Travel and transportetion expenses, and expenses-incident thereto,
including those incurred in the movement of dependents, household goods

and personal effects, may be paid to or on behalf of" employees in accordance
with the provisions of Public ILaw 600 = 79th Congress, Public law 92 = 81st
Congress, Agency and other appropriate legislation, regulations. issued
thereunder, .the Standardized Government Iravel Regulations, the Foreign

¢

b.. Issuance of Travel Orders.-

(1) Travel orders will be issued by the Fiscal Division except as
otherwise stated,

L (2) ‘Chiefs of Missions outside the continental Un_i"bed States may -
;. authorizey approve, and issue travel orders for temporary duty travel
_within their theaters for -employees undor their jurisdiction.

oo Requests fo‘r‘ Trdvel? Orders .

- (1) Requests for travel orders, or. amendments thereto, other than
_ those issued by.Chiefs. ofMissions, shall be prepared in triplicate.
The original and one copy will be routed to the Fisenl Division, and
one copy will be routed.to the Transportation Branch, Services, Division,"
s~ hll-copies will be routed throughs® = v o R

(a) Assistant Directors or Staff Chiefs or their Députies-in

the. cas eiof:individuals under their jurisdioti on.

-1-
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, (b) Chief, Personnel Division, in onsos invelving permanent
change of station or travel to, first post of duty abroad, :

(o) Exocubive in cases of Staff Chiofs or Assistant Directors,
or when travel abroad is involved. Hele SR

(d) Chief, Administrative Staff, when request includes over-
- sens transportation ofautomobiless..” - .. '

- . (2) Porsonal action of enoh forvwarding . officiml 'must be indiocated
on’ the request, Requests for domestic travel will. be submitted in
- sufficient time to be processed and reach the Fiscal Division at least
' p 48 hours: pri.or %o the planned.departure time, Requests for foreign
‘travel 'should be submitted 60 days in advance of ‘planned date of
departure, ‘

- (%) The Fiscal Division, upon ‘the' recommendation of the Chief,
" ‘Bervices Division, may issue monthly blanket travel orders for truck

drivers ongaged in repeated official trips ond arrange for periodie
“submission of travel Jyouchers, covering such repeated travel,

de Rosponsibilities of the Transportation Branch, Services Division,

(1) Provide travel arrangement serviecs. Porsonnel ordered overseas
should contact the Transportation Branch sirz weeks prior. to departure,

, (2) . Arrange for the issuance of passports, visas, and secure
o || theator clearance when necessary, L : C

% . (3) Verify that properly-authenticated official orders- have beon

' ‘1ssued, and' that security clearsnce, physical examination, immunization,
‘ passports, visas, and theater clearance have been obtained before

) reléasing the tickets on Transportation Request to the traveler.-

8. Armed Services Persomnel, ' .

Armed Services personnel performing téemporary duty travel or travel
in connection with a. permanent change of station:for “the benefit of the. ‘
Agency will be reimbursed for per diem- and travel. costs in ascordance with
the travel regulations of the Armed .Services. .Upon receipt of travel
requests. epproved by the Fiscal Division, the Naval Administrative Commend
or Headguarters Detachment will issue appropriate travel orders., Two-
certified copies of the orders will be forwarded to the Fiscal Division.,.

fe Phyésical Examinations. and Ifimnﬁnizations_ in Connection with Foreign
Travels . 1. T N T

(1) L complete physical examination and réquiredf immuni zetion are
necessary within 90 days prior to departure.

communicable diseases is required within 48 hours prior to departure
from Washington, | :

‘ ":'(’é')f"‘;‘"Aniadditian;vl. ﬁhyéicb.l examination to insuré “freedom from

BT
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(3) A roturnce physical examination i required within five days

after returning o Washington from oversons agsigiment

.o (L) Physical examinations and imnunizations should: be requosted

by forwarding & Requsst: for: Medical Exeminstion and/or Immunization
(Form No. 37-72) to the Medical Division, not loss than 60 days prior
to estimated date of departure,. eI T

‘ g-';Trave;.Adcogﬁts.
. *Travel vouchers must be submitted to the Fiscal Division upon com-

plotion of euch trip or at the end of euoh calendar mowth in case of extonded
travel,  Vouchers for travel authorized by a Chief of an overseuns post shall:

~ be submitted to the appropriate post official for processings Armed Services

personnel shall give tho necessary data to the lleadquarters Detachment or
Neval Administrative Command for the preparation of' vouchers.end submission
%0 the Fiscal Division., Copies. of regulations pertaining to travel mey be
obtained from the Fiscal Division in addition to advice as to the preparation

and submission of wvouchers.

h.. -Per Diem and Mileage.

+(1) *:Por-diem and mileage rates provided under existing lews and
‘regulations represent the maximum alloweble, . Officials authorized to
issue travel orders will reduse the stipulated rates whenever available
information indicates that the maximum rates will exceed the necessary
official traveling oxpenses. -'The requesting and approving officials of
ench organizational unit concerned should be in a position to justify
the ‘rates requested. The approval of a request by-the initiating office
will ‘be deemed a certificate that the rates stipulated therein ars not
in excess of the amounts normally required to meet the necessary official
‘travel expenses under the circumstances, T -

- .(2) For extended periads .of temporary duty at. the same ‘post in the
United Stotes, normelly the following schedule of maximum rates shall
apply: S RN SRR T

First 60 days - $9.00
Second 60 days = - 6400
Third 60 days 3,00

lﬁbséncé of ten days or less shall not be considered as’ interrupting the
continuity of temporary duty at the same post, '

(3) Per diamniﬁéidéhﬁ to travel abroad and return therefrom, “
-payable to.an .employee and his immediate: family, shall be in eccordance
with applicable provisions. of the Foreign Service Regulations, =" ‘

2. Allowsnces. R

8.  Overseas. and territorial aliowances willibe paidvemployeéé in

aécordance wifh the,prqvisidns}of.applicable~rsgu1ations‘issued'by‘the?.

Department of State and the.Civil Service Comnission, except ag otherwise
specified in this Instruction. e :
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be  Quarters and Post Allowanoos.

(1) Tehporaryﬂlodging, quarters, post, special post, trunsfer,

- and separation allowsnces will be computed and administered using

the Standardized Govermment Civilian Allowance Rogulations as a basis,
(2) Chiefs of Missions are authorized to grant U, .S, eitizen
employees temporary lodging, quarters, post, and special post allowances
on the basis of evidence submittod to and investigated by them, subject
to recoymized review practices by the Fiscal Division. ' Application for

- Allowences will be submitted in duplicute by the employes to his Chief

of Mission,

(3) ’Prior determination with respect to transfer, temporary

; iodging and -separation allowances will .be made by the Fiscal Division

on:the basis of detailed informetion and rocommendations submitted by

the Chiefs of Missions Chiefs of Missionsmay grant transfer, temporary

lodging and separation nllowences when speeifically directed by the
Chief, Fiscal Division. Application for suech allowancos will be proc=
essod as in (2) above and supported by information in sufficient detail
to permit a determination as to the propriety for such payments, -

(L) ‘The granting of temporary lodging, quarters, post, special

post, transfer and sepgration allowsnces will be effected through the
. lssuance, in quadruplicate, oL a Schedule of Allowances. - The original

and ‘two signed copies, togéther with a signed copy of each pertinent

3;Application for &llowances, must be transmitted to the Fiscal Division,

(5) Schedules of :‘Allowances will be issued each time an allowance

_A is granted, revised, .or terminated, The sohedules also must be issued
- ot the beginning of eaech fiseal yosr (1 July) with complete information

&8 to the allowances puyable to the employees of each Mission; however,
where no change has occurred, it will not be necessary to submit support-

.ing evidence and information otherwise required by this Instruction.

(6) As of 1 Jenuary and 1 July of each year and at such other times
a8 may be deemed necessary by the Chief of Mission, he should review his
employees?! ostimated annual expenditure for quarters. The estimated

“amount should be compared with information as to expenditures made and

anticipated to determine the need fdr‘requiring the employee to submit
o revised Application for Allowances, thereby applying for a revised

.o .quarters or quarters portion of a‘Sbecial-posb allowance grant,

ce~ Post Differentiais and Cpst of Living Allowances.

e (1):;Foreign and territorial post differentiels and torritorial
cost of living nllowances will be paid employees in ediordance with
regulations issued by the Department of State and the CiviINSQrvice' ,

- Commission.,

L(2) &uchgdifferentialsfand.allbwances;will'bé~grantéd;‘wherej"
applicable,>byvtheuChief;sPeréonnelkDivision,land»be included on the

iy

e
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.. (3), To.be eligible for foreign and territorial post differentisls
on ‘employee must be a citizen or national of the United Statese : -

R . . RN

3¢ Specinl Aubhorities

Incidont to assignment of employees to permanent hﬁty stations outside
the continental United States, its.Territories and possessions, the;following
expenses, in addition to those normally peyable, may be allowed: . S
| ﬁ;;=Tfuvgixanﬁﬁtfﬁnspéftmtibn{exéénﬁéé incidentlfc refufn of an employee
and’ his immediate family when.ordered. so.the, United States for home:leave,

;The. employee must hove been-a resident of the United Stetes or.its Territorie.

rand possessions at time of employment by the Government.' Orders!for home
.. leave will be issued upon completion by the. employee of two: years.continuous
" Governmont service sbroad or as soon as possible thereafter, provided that
he has wecrued to his oredit .at the time of such order annual leave sufficien
to carry him in a pay stabus while in the United States for atleast a 30
day poriod, ' In.the event the full two.years service has not.been spent
with the hgency, the employee will be required to sign an agreement-to -
complete 'two years of service with the. Agency unless separated for redsons
‘beyord his control. While on home leave, the employce shall notibe.available
for work or duties except in the Agency or for training:or reorientation

- mfor‘wpfkjfdndlthg time of ~such work or duty shall not be. counted as lesve.

Leave of absence granted for home loave shall be - exclusive of the time :
aotually and necessarily occupied in.going to or from residence in:the..
United Statds or its Territories end possessions and such time as may be
_necessgarily occupied in awaiting trensportation. o ‘.

" Be ' Travel and transportation expenses, including transportation of
household goods.and personal effects, of an employee and his immedigte
. family to his successive posts of duty, and on ‘the termination of hig:
C'gervices, to his residence at time of appointment or o a point. not more
distant, or upon retirement to the place where he will reside,

lijc. prét 6fféﬁsfing'fﬁéfhéuEehBQEJgoédé and personal effects of an

"‘Omployéd'whodis‘ah$gnf under. orders from his usual post of duty, or.who is

assigned to a post to which, because of.emergenoy: conditions, -he is not -
permitted to take his household and persenal effects.. When it is ‘determined,
because ‘of emergenoy conditions, thet household. goods and personal effects
_may not be shipped, the.facts must.be brought to the immediate attention of
%hs'FiscalvDiVisibn,,lHousehold goods and personal effects.stored mey not
_exceed the autho;iz?d weight allowsnce.. D R et v

I
8

" .ds Cost of storing the household goods and personal effects of an. -
employes on first arrival at a post for s period not in.excess:of thrée:
months ‘after such first arrival or until the establishment of.residence. -
querters, whichever shall be shorter, ’ o
., €s Travel and transportation. expenses, including transportation of -
" ‘household goods ‘and personal effocts, of an employee-and his:immedigteis:
familyff?om;aipogt@%t which, because of the prevalence; of disturbed.con=- -
dﬂpiqné,'ﬁhage‘is”imminéﬁﬁ*ddﬁgerftQ life ond property;.and:the return-of

T e e -5
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"..such. persons, goods and offects to such "po‘s‘yl;_ upon ‘the ‘cossation of such

conditionsy or to sucl other post as'may in the meantime have become +the
post to which the employee lias been assipgnods - [aots. concorning the, ne=

“cossity for the move must be cloarly set forth in the. roquest: for or

approval.of travel. .

‘fo  Expense in 'tr:xhsporﬁi'ng e privately-owned automobile for or on
behalf of an employee in:a. case where it 'is determined that water, rail,
or air 'bransportation' of the automobile is necessary or expediont for any

cuipart of or allithe  distonce between points of origin and destinations
...Determinntion that onomployeets. privately-owned automobile is to be -
“shipped ot Govornment ' éxpense must bé indiceted in the roquest ‘for travel,
-The employee will ‘be roquired o sign an agroeement precluding the sale of

L.

the. automobi le unless: subsequently authorized by the Assistant Director or

L StaffIChieficbncérned.

1ge  Iravel expense.of a fuil-‘t:‘;me employee, by whatover means deemed

appropriato, where :illness or injury (not the result of vicious habits,
intemparance, or misconduct) incurred while on assignment' abroad, necessi=~

5. babes hospitolization in a locality where there does not exist a suitable

hospitalior ¢linic, ‘Expenses will be allowed to and from the nearest :
suitable hospital or dlinic. If the employee is too 111 to travel unattended,
travel expense of an attendant may alss be paid. Except in extreme emergency,
approval-for travel wider this section must be secured in advance from the
Executive. - A complete report mist be ‘furnished in all .cases,

he Cost of preparing and transporting ‘the remains of an employce or a
member of his family, who majy die while in a travel status or abroad, to
his- home or:official: station, or ‘to'such other place ‘determined by ‘the
Chief, Persomnel ‘Division, to be the appropriate place of interment, pro-
vided that innho case shall the expanse allowed be greater than the smount
payable had the destination been the home of offisial station,

ie Travel and transportation expenses, including transportation of
household goods and -personal effects, of new appointees and their immediate
families from plades of actusl residence in foreign ‘countries at time of
eppointment to places: of ‘employment and’ return to their sctual residences
at time of appointment or a point not more distante * Such appointess must

-agree in writing to remain’ with the United States Govermment for a period
of rot less then two years from the time of appointment, -Violation of such

agreement for personal ‘convenisénce of an employee or because of separation
for misconduct may bar return paymelits and, in the évent of such violstion
within 12 months, if determined by the Chief, Porsonnel.Division, . to be in

- the best ihterests -6f the United- States; any money expended on account of

such:travel and transportativn shall be considered as a debt due by the

individualsconcerned’to-the-Uniﬁed'Stqt?g,' 

Jo  Travel and tranqurtatio‘n‘ expens_esggij_xgie‘pen'dents_ and househpld ,
goods:and personal:effects: (within established weight limitations) acquired .
subsequent. to issiance of change_vi{n’_sts}_tif‘onf‘:,o';‘";lr_;omeﬁ“.l‘eavje orders,. .when -
properly ‘authorized-in’an siendment _to the original .order, and travel or:

- transportation” commeddes Withisn one ‘year of “the “date ‘the ‘employee ‘arrives

at his post of duty. Personal ()ffecjhﬁgi.include pfivately—owned vehicle,.

=
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4. ‘Local Persconnel

-~ Personnel hired locally by Chiefs of Missions normally will receive

. travel expense, allowances and other benefits as dictated by local custom,

and, whenever possible, practices followed by other governmental activities.
Employment documents or contracts for services must set forth the details
of the arrangement in emch case, -

5.. Except as specifically approved otherwizs by the Director, the additional

benefits provided by this Instruction shall not apply to individuals in those
cases where the travel or transportation commenced prior to the date of .this
Instruction, ax ' .

6. The Bxeoutive is authorized to take appropriste action on requests.for

exceptions to the provisions of this Instructions '

Ko He HILLENKOETTER
Rear Admiral, USN.
Director of Central Intelligence

Attachment S ‘ i
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6 JANUARY 1950,

ATTACHMENT TO ADMINISTRATIVE INSTRUCTICN DATED

l. Administrative Instruction [ ], dated 6 January
1950, will apply to travel, allowances and related oxpenses paid
from confidential funds except as otherwise specifically provided
in Confidential Funds Regulations., o : .
2. For the above purposes those portions of I:lwhich refer
to officials of the Administrative Staff by their titles apply to like

officials in the Special Support Staff.

R. H, HILLENKOETTER
Rear Admiral, USN
Director of Central Intelligence

- DISTRIBUTION: 4,

NOTE: This Attachment will not be used with copies of Administrative
Instruction [ | distributed outside the Washington Office,

el
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PTATINTL S . Washington, D..C. = ‘ J}I
16 /s‘l)
~DUINISTR.TIVE INSTRUCTION ; 26 December 1948 ;
 STATINTL HUIBER ’ Coe
' | SUBJECT: Overseas ..llowances ‘ Lo
' o Récision: Jdministrative Instruction| |
STATINTL dated 25 October 19L7 W
ATINTL : 1le Effective at the close of business 25 December
STATINT 1948, .dministrative Instruction :ldated 25 October = - . 4
1947 is rescinded. 5
: e 2. Effective 26 December 1946, oversecas allowances
! will be paid CI. employees in accordance with the pro-
visions of applicable regulations issued by the Depart-
ment of State, Bureau of the Budget, and Civil Service
Commission. '
3. £llowances granted will be subject to pertinent
Lgency administrative controls and instructions. :
STATINTL

"R, H. HILLENKOSTTSR
Rear idmiral, USN
Director of Central Intelligence

DISTRIRUTION: X




e T

STATINTL

STATINTL

STATINTL

Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0
| L) : L) |

Y RESTRICTED : ’ L g
T . /e7L,L4,4sc4x4%L;Aébfdzj

CENTRAL INTELLIGENCE AGENCY [) I

L .WaShineton,,—,D;‘..,-C o
.7 June 1949 /9 6ﬂ

ADMINISTRATIVE IhSTRUCTION
El NO e ; .

‘SUBJECT. Tro.vel., -

R (This rescinds’ Ad.ministrat ;{{e Instruc aion |___ldated 31 Ja.nuar'y 1949.)

1. Gegeral' ERNETIE S STVRE

as Travel ordérs will be st ued by the Buuget Office except as other-
: wise stated. PR N :

b. Chiefs of missions outside the oontinenbal United States ‘may
authorize and approve temporary duty . travel within their theater for employ-
ees under their Jurisdiotion.

N Requests fop travel or amendments to travel orders (Form No, 34-5) ;
... Other than specified in 'b" gbove,: shall be, prepared.in triplicate, One S
* ‘copy will be.routed directly to the . Transportation Divzs:.on, Services: Office,

: .and the .original and’ oné copy: routed to:the Budget Office,. through'-

(1) - Staff Chiefs or Assistont Directors or their Deputies in
the cases of 1ndividuals uw der their ;]urisdiction. B T

(2) Executive, in addition to, the gbove, in cases involving
: travel to be performed on confidential i‘unds , except ‘as otherwise
specifically pronded in Confidential Funds Regulations.

O (3) Personnel Off:.cer, in addition o the above s dn al'l. .cases .
. involving permanent’ change of station, and travel to first post of
duty abroad and return from post: of duty abroad. -

(4) Executive or Deputy Diroctor in the case 'of Staff Chiefs
and Assistant Diroctors.,' S o . ,

: . Persono.l action; of: each forwarding offioial must b indicat ‘5
. the request. Staff Chicfs and Assistant Dircctors may delegate approving
suthority to their deputies if desired.
e, (1) Requests for domostic travel will be submitted in duplicate
in sufficient time to be processed and.reach:the Budget Office at
~'least 48 hours prior to the actual departure time, for determination
‘as to adequacy of justification and availability .of funds,

RESTRIC™D
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(2) Requests for foreign travel must be submitted sufficiently
in advance to permit required travel and medical arrangements prior
to planned date of departure., Travelers will peraonally contact the
Transportation Officer, Services Office, atileast six weeks befors!.
planned date of departure in order to faeilitate travel arrangements,

(3) The necessity for travel must be adequately substantiated
. on the request, General statements such as "official business, "
“Moonfidential purgoseés ;' etos, should not be' uaed.' Lo gy

£, The Transportation Division, Services Office, will:

(l) Pravide travel arrangenent serv:Lce.

(2) Ver:.fy th-mt properly "uthenticated ofi‘lcml orders have.:
been issued, and that security cleanrance, physical examination and

- immunization ‘heve. been ‘cbtained, before releasing the tlckets ‘or
o rangportation. requestsito the. traveler. i : PRIV TS

(3) Arra.nge for the issuance of passports and v1sas.

CRRY - 0 Euch person eri‘orm:.ng ofi‘icinl travél shall i‘amliurize himse]i‘
Lawith-the provis:.ons ‘of the. Standardized Goverrment :Travel Regulations:as
amended. "“Copias “of '‘the :Regulations may be cbtained from-the Fisecal Bhanch,
Budget Offlce.‘ ‘

ey

2. Ph icnl E}'ammcitionSr.ﬁ‘or Voucncred I‘oreinn Trvvel

VA complete ‘physical examination andirequired: 1mmunizatlon :.s neces—
sary w:LthJ.n 70 daya pr:xor to departure to over.aeas. . . .

b, An additional phys:.cal e,cdmmatlon to insure frcedom from connun:.—
cable diseasel is required 48 hours before departure from TzIash:Lngton.

c. A returnee nhysical ox&mination 15 reouired w:.thin 5 daJs _after
return:.ng to Uashington frorﬂ ovorseas ass:.gmnent. N

d. Reouests for phyalcal exam:.nations w:].ll be forwarded to'the Physi-
lMedical Services Division, including the following
""-ﬁfty (50) do.ys prior'v t'.o estimatcd date of de-
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AgI*IINISTRATIVE IhSTRUCTI@N
R iAo

, SUBJ,EC'I‘°' Tra.ve

1, Gegez;_l

-4, Travel Orders will be i ued b the Bud et Offic_e é::?ept as other-
wise atated. ¢ RS et ‘

by Ghiefs of 'migstons outside the continen‘ta'! United States may
authorize and approve temporsry duty travel within their' theater for employ-—
ees under their Jurlsdictlon. o

s o @e . Requests, fo travel or amendments to travel order.; (Form No, 34~5)
’other tha.n_' pe ; bove, 8hall be “prépared i’ triplicatey One
copy will ‘be” *routed:‘dire ly.“to the- Trmsporbation Divis:Lon, Services:iOffice,

“ond’ the “original ‘and ‘oné’ copy Touted 6 the' Biidget ‘Office,’ fchroug

(1) Staff Chiefs or Assistant Directors or the:.r Deputies in
~ the cases of individials under: theim.jurisdict:.on. AL TOR N

Y

¥ (2) " Exacutive in“addition 6" the" ‘above in" cases: involving
travel to be performed on confidéntial ‘fimds, except as otherwise::
speci.ficnlly pronded_: :Ln Coni‘idential Funds Regulations. )

T '(3) ‘Pérsonnel folcer “in addltmn «’tm*the a'bove, “dn al’L ‘cages
o involving permanent change of station, and travel to first pos‘b of
- duty’ ab“oad and” "eturn from post -of: duty abroa.d. ; .

BRNE

(4) Executive or: Deputy Dircctor :m the case of Staff Chiefs

- Personal action of''edeh” forwarding'official must ba -
the request, Staff Chiefs and Assistant Dircctors may delegate approving
authority to their deputies if desired.

erad o o {0
- ey (1) Requests for domestie travel will be subnitted in duplicate
- in sufficient time to be processed:ind redch the- Budget /Office at
least 48 hours prior to the actual departure time, for determination
as to adequacy of Justification and availability ‘of finds.

} ‘!-1-
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(2) Requests for foreign travel must be submitted sufficiently
in advance to permit requ:!.red travel and medical arrengements prior
to plammed date of departure. 'Travelers will perscnally contact the

. Transportation Officer, Serviees Olfice,.at ledst six.weeks: befona .
planned date of departure in order to-faéi: v’t‘j,aue travel arrangemants

(3) The necessity for travel must be adequatély substantiated
. on the request, General statements such as "official business "
4 "eonfidential nurposas,r"letc. » 8hould: not: be: used. IR  ATL

f. The Transportation Division, Services Office, wills

(1) Provide travel arrangenent serv1ce.

(2) Ver:Li‘y that propcrly Huthentlcatcd of 1c1a1 orders have
been issued, and that security clearance, physical exemination and
i - vimmunization: heve been: obtained, before.. releaslng .the tmkets or
TR ?transporto.tion ‘reguests to . the traveler. Vhe .

. v' g. ‘ n C ”‘ p

with: the‘ provisa.ons of thei Standardized Govornment Travel Regulg.tions as
amended, :i; Copiosi of ; the: Regulations may :be obtained from the Fiscal Branch,

Budget Offlce.

2. Phy sical Emminations:

:L‘or Voucucred I’o;'eir:n rexel

+ A eompleto: physical examination:ond. required. mnmuzutlon is ncces-
gary.: within 70' days pra.or to depa'r'bure to overs‘ras. S e e

be An addi'bional physical exmnino.t:.on to insure frcedon from conzumni~
~'-:cable diseases ‘48 required 48 hours before '.departure‘ from Wash:mgton.

c. A returnee..physical examinat* on- is rervu red\lwlthin 5 da,,'s after
return:.ng to Uashing‘hon from ovcrseas assn.gnmont.
: 'JL "' Ca T .f. SRR
4, Reouests for phys:.cal examinations w:.ll be forwarded to. the Physi-
cal Roguircments Officer, Medical Serviees Division, including the following
- information,. not::léss rthan fjfty. (50) days prior to.estinated date of de=
srpartures e Pl

*Appraved For-Release 2006/11/06 .« CIA-RDP81-00728R000100010039-0,
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(4) Typo ‘of, Examination Roquired .(Qy‘or_s'oqs. sz”Returnee)..‘ .
;"(5). Dato of"Depirturo, ol

cd

(6) Type of Duty (Temporary or Porm ont). » B
(7) Routo of Trévcz'l; B [
(8) Hode of Travel, ‘

3. Travel by Hombers of tho Armed Services Assigned to GIA

8. Armod Scrvices personncl performing temporary duty trovel as

necossary for CIA will be roimbursed for por diom and travel costs in
accordance with tho travol 'rogulations of the various Armed Sorvices,

b, Upon roceipt of travel requests approved by the Budgot Office,
the Haval Administrotive Command or Hoadquarters Dotachmont. will issuo
appropriate travel ordors, Two copics of tho orders will be forwcrded .
to tho Fiscal Branch, Budget Offico, R

be _If_z_'ggaraﬁion and Submission of Vouchors

8. Travel vouchers must bo submitted to the Fiscal Branch, Budget
Office, upon complotion of cach trip, or at the end of oach ealondar month
in coscs of extended travel, Vouchors for travel suthorizod by a chicf of
an overseas post shall be submitted to the appropriote post official for
processing, Armod Services porsonncl shall give tho necessary dato to the
Hoadquarters Dotachmeny or Naval Administrative Command for the preparation
of vouchers and submission to the Fisecl Branch, - ‘

b. The Fiscal Branch will provide adviecoe and: assistanec to traveling
personnel -for the preparation and submission of vouchers, The travolor
should maintain accurato rccords of time of departurc and arrival at all
points, a rccord of offieial expenditures, copics of official telegrams
and roceipts for official oxpensos when nccessary, It is essenticl that
the travelor have this information to enable reimbursomont for official
expenscs paid by him,

5« Ropeatod Motor 'I'ruck'vael

The Budgot Office may, upon the rocommondation of the Services Officer,

issue monthly blanket travel orders for truck drivers cngoged in repeatod

offieial trips with CIA cargoes, and arronge for periodie submission of
travol vouchers covcring such ropectod travel,

- CIA-RDP81-00728R000100010039-0 © .
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R-E=S=T~R=I~C~T=E-D
CBVIRAL INTELLIGENCE AcEWoY  —Lttreellhs b
"+ Weshington, D, C. : A I ‘
. ADMINISTRATIVE INSTRUCTION ' e 1 July 1949 //6’/‘ 3O

k'ys’UBJECT:‘ Travel Allowanoee (interim instruotione)

b
}J Ub
( ERTIS YRR
¥

| 1, Pursuant to'the provisione of Public Law 92 (8lst Congress) .
i ‘ app roved 9 June 1949 and in"seccordance with Bureau of the Budget. Circular
i . A=7 (revised“effective 1 July'1949) this Agenoy shall authorize. and pay
‘ " allowances for eivilian’ officers and employees in a travel status not to >
exceed the following. e .-

STATIN,.

: " - A per diem rate of eight dollare in the continental »v oo
) United Stetes and rates ‘prescribed by the Bureau of the Budget .
Circular A=7 for travel outsuie the United States (see attaoh-

' i K ‘ ment),

b, A milea.ge rate of 7¢ per mile i‘or use of privately L
owned car vhen' sueh node of transportation is authorized or . SO o

STATINTL ‘aporoved ae being more adva.ntageous to the Government,
1 ~o 2, For extended periods of tomporary duty [ ‘ Iin the L \
, - United States, the following schedule of rates shall applys 3 .
! | e 4,?»-',11‘%1? 60 days - 8 00
: S ond 60 days - 6.00
CSTATNTL . Mird 60 days = 3,00

q ;Abeence of 10 days or. leee ehall not be considered as interrupting the
continuity of temporery duty] |

3+ The per diem and mileage rates set forth hercin are the maximum i
allowable end officiels authorized to issue travel orders will reduce the:.
 stipulated rate whenever availsble informetion indicates that the maximm:

. , ratoes will exceed the necessary official traveling cxpenses, The request- : 3
i ' ing and approving officials of each or anizational unit ooncerned:should.. i
bo in a position to justify the rate(s requestod. Pending the complotion i
-of a study now in progress and tho asscmblage of experioence dataj..the, eppro-

- val of the request by the initiating office shall be decmed a cortificate. - P
“that the rete?s) stipulated in the request are not in excoss of the amount(s)
normally required to mect the necessary official travel expenaee e.t tho doca="
ticm(s) hstod end under the ciroumetances. EREE

R-E~S=T=ReI~C~T=E~D o
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LOCALITY

Afghanistan
Andorra
Australia
Austria

.. Bahamas
Belgium
Belgian Congo
Bermuda
Brazil

British Honduras i

British Malaysie
Bulgaria

Burma ’

Ceylon

Cyprus L
Czeohoslovakia
Denmark '

Dominican Republicv ,

Egypt

Estonia LD

Fiji Islands

French Indo China
French West Tndies

Germany
Gibraltar
Greece
Greenland
_ Havana, Cuba
Hoiti
Hong Kong
Hungary
Iceland -
 India *-
. ‘Iraq .
Israel
Japan ' :
Koreqa: 0 -::v
~ Latyia™
L:lberia R
Liechtenstein\
Lithuania: >

London,’ England e

. Luxembourg % -
Madagascar

"Manila, Repu‘Blic e

Philippines -

Mexico, except Mexieco

Dy Fo

i

 R-E-S~T-R=I-G-T-E-D

PR TR

ReE=S=T=R=I-C~T=E~D
MAXTMUM ,
PER D]EM RA’I’ES -, LOCALITY
$ 6 00 ' Netherlands
10,00 Netherlands East Indiesv
© 6,00 Netherlands West Indies. -
6.00 New Celedonia '
12,00 New Zealend ,
112600 i oo Nowway, o e
10,00 Panama,
12,00 Paraguay
10,00. - - ... Paris, France o
6400 - Peru o
-210,00 . - ‘Philippines e Republz.o
410,00 - - @Xeeph . Manila
10,00 Poland y
10,00 Portugal, emept c
10,00 Azores. and Modeira Islands
10,00 I Azores and Iladeira. Islmds
10,00 o Rome, Italy
10,00 Rumania
10,00 Sentos, Brazil
18400 - . - Sac Paule, Brazil
L 600, Shanghai, China ' '~
-10400. ;. .SOCJ.GW ‘Islands .
6,00 Spain, except Canary Islands
.. 16400 Canary Islands
. 6400 . - Surinam . ‘ ,
10,00 ‘Sweden o
... 6400 Switzerland
12,00 Turke
. 10,00. . - -Union of Soviet Socialist
10,00 - " Republics ‘
14,00 - Uruguay
10,00 “Vatican City
< 10,00 . ;Venezuela
110,00 - i Yugoslavia ,
15,00 Other ‘Tocolities
ot 6.00 . e
o 6400
18,00 : -
20,00 . .
. -10400 0
b 1800 ;
del S ' 10. 00 . . .

$ 10,00
12,00
10,00
6,00
6,00
10,00

10,00

6,00
10,00

14,00
112,00

Yooepiee

10,00
6,00
10,00
12,00
10,00
10,00
10,00
6,00
10,00
6,00
6,00
10,00
10,00
. 10,00

18,00

10,00

10,00
18,00
14,00

8,00

PER DIEM RATEE \




R-E-S-T-R-I-C-T-E-D
; "4 The provieions of this Instruction erc effoctive 1 July 1949 and: 4
' shall romain in offect until revised regulations can be promulgated on the
} basis of further study and experience, R v i
“ " FOR THE DIRECTCR OF CENTRAL. IN’IELLIGENGE:'
! STATINITL <

Captain, USN 7
; ~ Executive
1 Attachmont: ‘ R
! Extract from Bureau of the Budget Circular A-7.
DISTRIBUTION: A.

v -2m
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S S ; L)
| CENTRAL INTELLIGENCE AGENCY Atgcondid

STATINTL Washington, DiCa. R , /&-(//,
‘ ‘ : ADDENISTRA;TIVE INSTRUG' ION 26 Oétober 1949 i i
STATINTL No. ‘ ‘ ﬁ ‘ // A /$/D \

SUBJECTs Travel Allowancess
" STATINTL ' , o ; .

So much of Administrative Ins‘truction|:| doted 1
July 1949, pertaining to per diem allowance as reads "$8.,00" is.
. ) B : ~
horeby amended to read "$9,00",
' FOR THE DIRICTOR OF CENTRAL INTELLIGENCE:

STATINTL

Captain, USN //
" Executive -

DISTRIBUTION: A




Apprcved For ReleaSe 2006/1 1/06 CIA RDP81 00728R0001 00010039 0

Y R e 3u£»

Wushington, D, G. _‘

STA.TINT.L

sttt ADMINISTRATIVE INSTRUCTIO%\i , 25 october 947/%‘ /‘/5/

NUMBER,

f ' . ‘.SUB'JECT:, Quarters, Cost of Living and Specia For p Allowcﬁnéee
STAT'NT'- e .. /CIA Administrative Instruction [dated.
L : : - 31 October 1946 is rescinded,

Allowances and Authori ty

Allowance i'or quarters, cost of l:.v:.ng, or special foreign

llving ‘cllowances will be poid employees having permanent station in _ S

a foreign country in accordance with provisions of Bureou of Budget - - L

Circular A-S ‘Parts A and B, ‘ . coin :

2. Clqssification, Civilian employees will be class:.ﬁed
.as follows:

. 4. Group 2

(1) Chiefs of Misslens and other principal offioers
P 3 R : directly subordincte to Washington, D Ce in
o ‘ - grades CAF=13 or P~6 or above.

~{R): Chiefs of Missions nnd cther prlncipal offlcers
- directly subordinzte to Washington, D, C., in "
grades below CAF=13 or P=6 moy receive the: allowe
ance opplicable to this Group if. specific'xlly
authorized by the D:Lroctor.

; o b, Group 3

V o ‘ (1) - Enployees in grodes CAF=13 or P-6 or ‘above who .
N o . = . ore not directly subordinate to Washlngton, D.C.

(2) Employees in grades CAF-9 or P-3 and above who :
- -are not covered by Group 2.

Groug 4 -
All other employees in grades under CAF-9 or. P-3. ay

3 cegtions to_Regular. and . S ecial Allo“ances Duri bsence N
Lo fron Officinl Station ’ ; o '1 -

R Ql_mrters Allowance. Quarters allowance to personnel
0 Tabsent from: officidl station will be. authorized as’
R _follows ‘ipon’: subnission of ‘d ‘statement" approved by
“ ' ‘the Chief:of the Mission ‘that onployee hes: maintained
el paid for, and not su‘blet quarters .:t his reguls.r post
PR "_during the period of ubsence° ' ;

RESTRI(TED
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1 a; Q uarters Allowanc (continued)

: (1) Not o oxcosd 90° ‘days during tenporary ubsence
: under orders inclusive of any approved. unnual

RO S oo w o leave, I it s onticipated that temporary .

B R R R ’ “duty will extend beyond 90 days, o transfer of
TS EUE R F R S official stntion should be effected.

{2)" Not to exceed 90 doys’ during authorized leave:. -
-+ of obsence with pay plus transit time when leave
is taken in tho Uhited States,

(3). During absence fron post of ussignnent without

 pay on account of illness or beyond the period -
o .. of leave with pay specified above, when the Dire
o o ector determines that such contlnuance ‘would be-
s ‘ ' in the public interest, :

be L iving and Speeial oreggn Living All wanee, The
~+ 1iving 2llowance provided by Bureau of “the | Budget

RO LT -  .-Circu1ur A~8 for personnel pernonently assigned to
: ‘ s foreign stations will be authorized while in travel
status, to:: :

(1) Personnel with family provided family does v
not ucconpany employee,. . v :

: -(2)  Personnel without family durlng eny trip of
3 R less than 24 hours durrtion. Y

STATINTL: . .«

ST oo R, HOELLINKOETTER o, -
S o rto s oo Reer Admirad, USN oo nr T
Lo ‘ Director of Central Intelligenceujgl‘v Ll

3>
o]
5
s}
5
>
:
1)
3
2
S
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- ances shall be paid in accerdance with the provisions of Bureau of the ‘Budgot

be classified as follows:
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. ' ‘ , Ry /w..gsfw[ PN
'GENTRAL INTELLIGENCE GROUP AL -:'

C.I.C. ADUINISTRATIVE ORDER[ | - : : /0 /}J//M

QUARTERS, COS’I‘ OF LIVING, SPECI.L FOREIGN LIVING ALLOW.NCES

{

1, Where speCii‘ically authorized or approved, quarters allowances, cost : i
of lmvmg allowances, or special forc,lgn living allowane ﬂ% shall bc paid to

thoso hmoloyc.cs having permanent station in a i‘oron.gn country. - Such alllow-

Circular A-8, Parts A and B.

2. For the purposes of paragraph 6 of Part A, civilian employecs will

Group 2. Chief of Missions and othér principal officers dir-
ectly éubordinate to%’[ashington, D. C. (Unless otherwise approved‘
by t‘he Director, these officials will fall in grades Cil-13 or P-6 |
or eibbve. Employées in those grddes who arc not difcctly subordi—‘
nate to. Washington are listed in Group 3).

Group 3. .Technical and professional empioyees with gredes of
LF=~3 or P=3 or abéve and not covered bf,r Group- 2.

Group Lo 411 other’emplo,yees with grades under CAF-9 or P-3...

OULL 0% Voa.NUENDILIG - S
. Licutenant General, USH i
Dlrcctor, CIG. ‘
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RESTRICTED

e : CENTRAL INTELLIGENCE AGENCY
'; R Washingten, D. C,

| ADMINISTRATIVE INSTRUGTION | _ 9 February 1950
STATINTL - NO. ‘ ‘ ‘ 7
u SUBJECT: Travel, Allbwancas, and Related Expsnses

RESCISSION: Paragraph 2

~Paragraph 2, Administrative Instruction| | dated 6 January 1950,
is amended to read as follows: ’

“a, Overseas and territorial allowances will be paid émployou
in accordance with the provisions of applicable regulations issued
by ‘the Department of State and the Civil Service Cemmission, except

as otheirwise specified under the provisions of Executive Order No, -
10100, * a

Wh, 3 # 3% %
oo (1) (2) (3) # % # % |

"(L) (a) In each case where mn empleyee stationed at a foreiga
post where a post differential payment is authorized is abgeat
on a temperary duty or leave status, and intent at time of
departure, as indicated by official orders » is that the em-
ployee shall return to such post immediately upon the expir-
ation of temporary duty and/or leave peried, payment of the
pust differential shall be contimnued during the period. of
temporary absence. .

’ "(b) Such payments will terminate immediately upon deter-
; mination at any time during the period of temporary absence
o ‘ , that the employee will not return to his former post.,

, "(c) Pereign post differential payments will be termi-
X ' nated at time of departure from. such posts in all cases
1 mhere the intent.is that the employes will not return thereto

immediately upon completion of a temporary duty and/or leave
peried, ' :

"i) The effective date of this authorisation is retro.
active to 1 January 19kg.h

. Re H. HILLENKOETTER .
, Rear Admiral, USN Qg;
- Directer of Central Intelligence oy

Nr
&
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e R | RESTRICTED
) B CENTR/L INTELLIGENCE AGENGY
: R “ashington, D, C,
‘STAHNTL " LDUINISTRATIVE INSTRUCTION -9 February 1950
No. :
SUBJECT: Travel, Allowances, and Related Expenses
| o RESCISSION: ~ Paragraph 2 '
P STATINTL L Paragraph 2, Administrative Instructioanl dated 6 January 1950,
_~" is amended to read as follows: o ‘

P ; / "a, Overseas and territorial allowances will be paid employees
i : : in accordence with the provisions of applicable regulations issued

by the Department of State and the Civil Service Commission, except
-as otherwise specified under the provisions of Executive Order No,

101C0." :

b, ¥ % % %
E , - Ue, (1) (2) (3) % 3 3% %

L “(4) (a) In each case where a employee stationed at a foreign
i ‘ post where a post differential payment is authorized is absent
on a temporary duty or leave status, and intent =t tine of
departure, as indicated by official orders, is that the em-
ployee shall return to such post irmediately unon the expir-
ation of temporary duty and/or leave period, payment of the:
post differential shall be continued during the neriod of
temnorary absence. . :

"(b) ‘Such payments will terminate immediately upon deter-
mination at any time during the period of tenporary absence
that the employee will not return to his former post,

"(c) Foreign post differential payments will be termi-
nated at tine of departure from such posts in all cases
where the intent is that the employee will not return thereto
inmediately upon completion of a temporary duty and/or leave
period, SR ‘

, Yd) The effective date of this authorization is retro~
\l,aq,_t},ive_e, to.1, January 19L9." : '

: /  STATINTL S -1 ’

o : SERE " R. H. HILIENKOETTER

DRSEEE TR o . Rear Admiral, USN
Director of Central Inte 1ligence
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STATINTL

ADIIINISTRATIVE INSTRUCTION ‘ 9 February 1950 ‘ ‘ 2

SUBJECT: . Travel, Allowances, and Related Expenses <

10100, "

Approved For Release 2006/11/06 : CIA;RDPS'i-00728RQ001.0001 0039-0
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RESTRICTED

CENTR,.L INTELLIGENCE AGENCY.
“lashinzton, D, C,

RESCISSION:  Paragraph 2

ararraph 2, Adminis tratn.vc Instruction I:l dated 6 January 1950,

is anended to read as follows:

Na, Overseas and territorial allowances will be paid employees
in accordance with the provisions of applicable regulations issued
by the Department of State and the Civil Service Co.mussion, except
as otherwise specified under the prov:.smons of Executlve Order No,

CM, e R %%

Yoo (1) (2) (3) % % %%

®(L) (2) In each case where en erployee stationed at a foreign
post where a post differential payment is authorized is absent
on a terporary duty or leave status, and intent at time of ]
departure, as indicated by official orders, is that the en-
ployee shall return to such post immediately unmon the expir-
ation of temporary duty anc}/or leave period, payment of the
post differentizl shall be contimmed during the rericd of
temporary absernce.

"(b) Buch payments will terminate immediately upon deter-
mination at any time during the period of temporary absence
that the employee will not return to his former post.

"(c) TForeign post differential payments will be termi-
nated at time of depar‘oure from such posts in all cases
where the intent is that the employee will not return thereto
immediately upon completlon of a temporary duty and/or leave -
period.

Yd) The effective date of this authorization is retro-
active to 1 January 19L9."

R. ‘H. HILLENKOETTER
Rear admiral, USN
Director of Central Intelligence

DISTRIBUTION: 4
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. mﬁppf\(\)\v\is‘dfor Release 2006/11/06 : CIA-RDP81-00728R000100010039-0

Ao

C3 1Fue
NOLASSIFIED

1%

INITIALS
1 sienATURE
[ JRETURN

UNCLASSIFIED ~—
(SENDER
W Melae’
W
geculing
[_Theprovar 1 inrorvaTiON
" JeommMenT :
[___lcoNCURRENCE
: 74
-_Z:;T;ZZZ:::;i;;LQQ_4l4¢¥iﬁ4’-44;6%-)4141'¢>.
COMFIDENTIAL
30-4

INITIALS

DATE
<A¢?¥;é/ szééll?’gb
Y- 2% 24
DATE
.50

o
&

A

OFFICIAL ROUTING SLIP
V4 :
ws

NFIDENTIAL SECRET
N TOP AND BOTTOM)

0
4]
RESTRICTED

ear”

[ preparaTion oF Repy ——1 DISPATCH

1 DIRECT REPLY

STRICT"

[ 1 RECOMMENDATON
%)

> C
£ ICATI
CENTRAL INTELLIGENCE AGENCY

[__JACTION
REMARKS
SECRET
- FORM NO.

10
SEP 1947.

i

dob1/66. ClA-RDPS1-6G0728R000100010039-0




. i
STATINTI_\E

i
i
i
}

i
STATINTL

STATINTL

STATINTL

f Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0

R £8 TRI CTEOD
CENTRAL INTELLIGENCE AGENCY
Washington, D. Ce.

ADMINISTRATIVE INSTRUCTION 21 February 1950
NOo. : ‘ ‘ :

SUBJECT: = Trawel, Allowances, and Related Expenses

Adninistrative Instruction dated 6 Jameary 1950, is
amended by adding paragraph 6 theretc as indicated below, and renum-
bering the current paragraph 6 as paragraph 7: ‘ ‘

"6, Use of Taxicabse a. When it has %een definitely deter-

- mined that govermment transportation will not be available
within a reasonable time, reimbursement for the uge of taxi-
cabs for official business by Agency employees may be authore
ized by Assistant Directors and Staff Chiefs or their deputies
under the following circumstances:

(1) To meet urgent fixed appoihtznents.

%(2) To transport unusually bulky documents or
delicate or cumbersoms equipment, provided there is
an urgent immediate need, -

"be Reimbursement vouchers will includs adequate o b
statements of jJustification in each case, o

= "co The use of taxicabs for official business in the |
Washington area is considered generally unnecessary in
view of the availability of public and of ficial means of
transportation. Certifying officers will review reimburse-
‘ment vouchers for taxicabiifares with great care to insure
that justifications given completely support the fact that
no other means of transportation was reasonably availablee -

~ "de The ush of taxicabs while in a travel status will
be governed by the provisions of Standardized Government
Travel Regulations," ‘ '

R. H. HILLENKOETTER
, Rear Admiral, USN S,
Director of Central Intelligence G
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‘Administrative Instructioanl dated 6 January 1950 is

amended by adding pm*agraph 6 thereto as indicated below, and renwnbering

the current paragraph 6 as »paragraph 7:
] il

!'16 .

Use of Taxicabse

de

When it has 'been dei‘:.mtely

i
ned that gOVernment transpartation will not be available

w:v.thi a reasonable time, reimbursement for the use of taxicabs

* for of icial business by Agency emplo"ees may be authorlzed by

USTATINTL -

Ass:.st?,nt Directors and staff Chiefs or t,he:.r der—ties under the

follow:i.ng circumstancest

(3

(1) To meet urgent fixed appointments

" (2) To transport unusually bulky documents

or delicate or cumbersome equipment, provided

there is an urgent immediate needs

! be

Relmburuement vouchers will include adequatet

{
\
qtatements of justlflca'blon in each cases

v“ Ce

The use of ! tmdcabs while in a tra.vel status

w:.ll be gorverned by the prov:.smons of Standardlzed

Govermnent 'lhavel Regulations.

[«
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l R R &S TRI CTED
CENTRAL INTELLIGENCE AGENCY
, Washington, D, Cv -
ADMINISTRATIVE INSTE&ONl ‘ 21 February 1950
NG, ‘ ‘ v

SUBJECT: Travel, Allowances, and Related Expenses

Administrative 1nstruction|:| dated 6 Jauary 1950, is
amended by adding paragraph 6 theretc as indicated belcw, and renum—

bering the current paragraph 6 as paragraph T:

W, - Use of Taxicabs. a, When it has been definitely deter-
mined that government transpcrtation will nct ke available
within a reasonable time, reimbursement for the use of taxi-
cabs for official business by Agency employees may be author-
ized by Assistant Directors and Staff Chiefs or their deputies
under tre following circumstances:

(1) To meet urgent fixed appointments.

w2y - To transbo:‘t unusually bulky dccuments or
delicate or cumberscme equipment, provided there is
an urgent immediate need. ‘

Uh, Reimbursement vouchers will include adequate
statements of justificatien in.each case,

tc.  The use of taxicabs for of ficial business in the
fashingtcn area is considered gererally urnecessary in
view of the availability of public and of ficial means of
transportaticn., Certifying nfficers will review reimburse- .
ment vouchers for taxicak.fares with great care to insure
that justifications given completely surpert the fact that
ne other means of transportaticn was reascnably available.

1d, The use of taxicabs while in a travel status will
be governed by the provisicns of Standardized Government
Travel Regulations."

f. ‘H. HILLENKOETTER
Rear Admiral, USN
Director of Central Intelligence

DISTRIBUTION: A.
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CENTRAL INTELLIOENCE AGENCY .
Washington, Di C.

_ ADMINISTRATIVE INSTRUCTION ‘ 21 February 1950
STATINTL NC, ‘ )

SUBJECT: - Travel, Allowances, and Related Expenses

STATINTL Ldministrative Instruction [::::::::] dated 6 Jumuary 1950, is

amended by adding paragraph 6 thereto as 1ndlcaued belcw, and renum-
berlng the current paragraph 6 as paragraph 7:

6, Use of: Taxicabq. a, When it has been definitely deter-
mined that government transportaticn will not ee available
within a reasonable time, reimbursement for the use of taxi-
cabs for official business by Agency employees may bte author-
ized by Assistant Directors and Staff Chiefs or their deputies
under the following circumstances:

"(1) To meet urgent fixed appointmentse

W(2) To transpert unusually bulky decuments or
delicate cr cumberscme equipment, provided there is
an urgent immediate need,

Uh, Reimbursement vouchers will include adequate
statements of justificaticn in each case,

%ce The use of taxicabs fcr of ficial business in the
Fashingtcn area is considered gesnerally unnecessary in
view of the availability of public and of ficial means of
transpertaticn, Certifying officers will review reimburse~
ment vouchers for taxicat.fares with great care to insure
that justifications given completely suppert the fact that
no other means of transpertaticn was reascnably available,

"d, The use of taxicabs while in a travel status will
be governad by thes provisions of Standardized chernment
Travel Regulations.!

K, H. HILLZNKOETTER
Rear Admiral, USN
Director of Central Intelligence
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3

pRAL - ] - 7/25/50

ADMINISTRATIVE T;
NG '_

SUBJECT: Travel

STATINTL.

Paragraphs (o) and (d) of Paragraph 1 ¢ (1) are amended to
read as followss '

vl_//_:;‘{v(o) Executive in cases of Steff Chiefs or Assistant Directors.

o

/S "(d) Chief, Administrative Staff when-bravel-sbroud-is-involved

f sad when reqv}zest includes overseas transportation of automobile."
i : ‘ /J) _V*«H:as‘» MJ/! Z/}-v»tu,.a,[}\ 7’4" % Araved 4_.&#4&57 Bt
Vo apatany d.u'Zf/n . , ‘ ,
b} - .
5 - FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
TN

SN

LTS

_ Adm uste

DPated b Iaw I?fo

I STATINTL

Paragraph T ¢ (1) () and(d) ace amendesl earactes
Ard the. Q\\ow;m‘ sechions Ae to be Inseted :

@') QVN‘GF Adm g'}ﬂ# W‘/’En KePUPSf' ll'k/ ‘,_\ —
(q) %ra Dir ‘@ﬂ Fave ( phrod or ). |
@) Trec
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T , ' CENTRAL INTELLIGENCE AGENCY |- ' R
t o o : " Veshington; D. C. S :
% | ADMINISTRATIVE msmmmn_| . £ 27 July 1950!
1 i NO- ) ST Co A . ‘\‘.
STATINTL é SUBJECT: - Travel, _Allawancés, and Related Expenses.
STATINTL . RESCISSIONS: Psragraph lc(l1), sections (c) and (d) of Administrative
@ : Instruction dated 6 January 1950, are rescinded |
g and the following sectionn are to be inserted: , |
. (c) Chief, Administmtiw Stlff s When a request Yol
‘ includes overseu trmpomtiun or automobile. Lo
‘ L
(a) Peraonnel Director for tr.vel ubroad on O
; 'banpaury duf.y : n_)\
(e) Executive in cases of Assistant Directors or S '\\5
' -Staff Chiefs. : ' |
’ ]

FOR THE DIRECTOR OF CENTRAL IIW_IEI.IJGENCE: v

STATINTL

Acting Executive

DISTRIBUTION: .A.
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RESTRICTED l/

- CENTRAL INTELLIGENCE AGENCY
Wa}shington‘, D. C.

SUBJECT : 'I'ravel, Allowances, and Related Expenses .

" RESCISSIONS: 'Paragraph icl
: - Instruction
~end the follovwing sections are to be 1n5erted

sections (c¢) and (d) of Administrative

(c)  Chief, Administrative Staff , when & request
includes overseas transportation of automobile.

(d) Personnel Director for travel abroad on
temporary duty; L

v

(e) Executiirein cases of Assistant Directors or
aff Chiefs.

FOR THE DIRECTOR OF CE"ITI(AL INTELLIGENCE

ADMINISTRATIVE INSTRUCT: o ; e 27 July 1950

-dated 6 Jsnuary 1950, are rescinded

TITOYEYOT

Actlné, Executive
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‘RESTRICTED

* CENTRAL INTELLIGENCE AGENCY
Washington, D. ¢C.

R ADMINISTRATIVE msmtmﬂl | 27 July 1950
STAT]NTL Xo. ' | _ : ' ’ - : .
' SuUBJECT: Travel, Allowances, ana Related Expenses.

Lo

.

. RESCISSIONS: Paragraph i ions(c)and(d)ot‘dministrative :
T , - Instruction dated 6 January 1950, are rescinded
STAT and the £01I6Wing sections are 4q be ihgerted:
(¢)  chiter, Adniinistrative Stafy
includes overseas transport

» When a request
ation of autcmobile.

(@)  Personnei Director for travel abroag on
temnorary,diity"-{ : e .

(e) Executive in cageg of Assistant Directors opr
Staff Chiefs. | , |
FOR THR 'DIRECITOR‘V OF ‘CENIRAL INTELLIGENCE:‘

STATINTL

ACTING Executive
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RESTRICTED

CENTRAL INTELLIGENCE AGENCY ' o
Washington, D, C. ‘

ADMINISTRATIVE INSTlﬁm—mN_l 12 January 1951
NO. . : ' :
SUBJECT: Travel, Allowances, and Relgted Expenses,

| Pending revision of Administrative Instruction :l dated
6 January 1950, paragraph 3.e, thereof is changed as Tollows:

"3, e. Travel expenses and transportation costs incident to - :
the removal of the members of the immediate femily of an ‘
officer or employee of the Agency and his furniture and
household and personal effects, ;including automobiles, from
a post at which, because of the prevalence of disturbed
conditions, it is determined by the Assistant Director con-
cerned that the evacuation of dependents is appropriate;
and %he return of such persons, furniture, and effects %o
such post upon the cessation of such conditions s or to such
other post as may in the meantime have become the post to 4
which such officer or employee has been assigned, Facts -
concerning the necessity for {hé move must be clearly sat
forth in.the request for or approval of +travel.

f. Assistant Directors may delegate to appropriate subordi-
nates the authority to authorize or approve the evacuation

of depbndents where, because of disturbed conditions, there-
is imminent danger to life and property,t®

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: - : E

MURRAY McCONNEL
Deputy Director
. (Administration)

DISTRIBUTION: 3
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of the members of the immediate family of an officer or employee of

the Agency and his furniture and household and personal effects, includ-
ing automobiles, from a post at which, because of the prevalence of .
i disturbed conditions, it is determined by the Assistant Director con- o
' IR -cerned that the evacuation of dependents is appropriate; and‘the re- !
- tum of such persons, furniture » and effects to such post upon the
‘cessation of such conditions, or to such other post as may in the ,f

i S 30 e. Travel expenses and transportation costs incident to the removal
!
\

meantime have become the post to which such officer or employee has
been assigned. Facts concerning the necessity for the move must be
clearly set forth in the request for or approval of travel,

fo Assistant Directors ‘may delegate to appropriate subordinates the ,
authority to authorize or approve the evacuation of dependents where, :
because of disturbed conditions, there is imminent danger to life and .

; : ‘ i

property. :
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CENTRAL INTTT.ILIGENCE AGENCY
vaghington, D. C.

LD ITUISTRATIVE, Im—mm_l : 12 January 1951

SUBJLCT:  Travel, Allowances, and Related Ixpenses,

Pending revision of Administrative Instmction|:|datecl»
wary 1950, paragraph 3,e, thercof is changed as follows:

"3. e, Travel expenses and transportation costs incident to
“the removal of the members of the inwmiediate family of an .

officer or employee of the Agency end his furniture and
household and personal cffects, including automolhiles s from
a. post at which, because of the prevalence of disturbed
conditions, it is determined by the issistant Director cone

-cerned that the evacuation of dependents is appropriate;

and the return of such persons, furniturc s and effects to
such post upon the cessation of such conditions, or to such
other post as may in the meantime have becore the post to
which such officer or employee has been assigned, Tacts

- concerning bhe necessity for the move must be clearly set

forth in the request for or approval of travel,

fo Assigstant Directors may delegate to appropriate cubordi-
nates the authority to authorize or approve the evacuation
of dependents where, because of disturbed conditions s there
is imminent danger to life and property," ‘

FOR THE DIRECTOR OF GENTRAL I*TRLLIGINCE:

TURERE L MCCONNEL /
Deputy Director
~ (Administration)
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Sy mswmm g «
" CENIRAT, INTTLLIGENCE AGENCY
Wachington, D. C.
LDUTHISTRATIVE INGTRUCILON 12 January 1951
o, '

SUBJECT: - Travel, Allowances, and Related Faxpenses,

_ Pending revision of Administrative Instmction‘: deted
6 Januvary 1950, paragraph 3.e, thercof is changed as follows:

"3, e, Travel expenses and transportation costs incident to
the removal of the members of the immediate family of an
officer or cmployee of the Agoncy and his furniture and
household and personal effects, including automobiles, from
a post at which, because of the prevalence of disturbed
conditions, it is determined by the Assistant Director con-
cerned that the evacuation of dependents is appropriate;
and the return of such persons, furniture, and effects to
such post upon the cessation of such conditions, oxr to such
other post as may in the meantine have bhecome the post to
which such officer or employee has been assigned, TFacts
concerning the necessity for the move must be clearly set
forth in the request for or approval of travel.

£, Assistant Directors may delegate to appropriate subordi-
nates the authority to authorize or approve the evacuation
of dependents where, because of disturbed conditions, there
is impinent danger to life and property.”

FOR THE DIRECTOR OF CENTRAL THTELLIGENCE:

TIUTRAY MeCONTRT, 7
Deputy Director
. (Administration) ‘ ]
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CENTRAL INTELLIGENCE AGENCY {:,a"/ , :
Washington, D. C. "

ADMINISTRATIVE mswlmim_l | | 16 Jenuary 1951
yo. .
SUBJECT: Travel, Allowances s and Related Expenses, '
RESCISSION: Administrative Tnstruction]  |dated 12 January 1951,

Pending revision of Administrative Instructionlwthated 6 Jane
uazyv1950, baragraph 3,e. thereof is changed as follcwss

3. e. (1) Travel expenses and transportation costs
incident to the removal of the members of the jm-
mediate family of an officer or employee of the
Agency and his furniture and household and personal
effects, including automobiles, from a post at
which, because of the prevalence of disturbed con-
ditions, it is determined by the Assistant Diree=
tor concerned that the evacuation of dependents is
appropriate; and the return of such prersons, fur-
niture, and effects to such post upon the cessation
of such condltions, or to such other post as may
in the meantime have become the post to which such
officer or employee has been assiged. Facts cone
cerning the necessity for the move must be clearly
set forth in the request for or approval of travel,

(2) Assistant Directors may delegate to ap-

- propriate subordinates the authority to authorize
or approve the evacuation of dependents where, be=
cause of disturbed conditions, thers is iminent
danger to life and propexrty.!

FCOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

MURRAY MeCONNEL

, Deputy Direetor :
‘ : : (Administration) N
DISTRIBUTION: No, 3 \ a° i
v N T e
> Lo :
RESTRICTED v |
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CENTRAL TNT! sfLcanes AGENCY
Washingbon, D, C.

STATINTL

 ADUINISTRATIVE msnim&l, ~ . 16 January 1951
o, ; : ‘ B ‘

SUBJECT: ~ Travel, Allowances, and Rolated ¥xpenses,
STATINTL  RESCISSION: Administrative Tstruction]  hated 12 January 1953,

STATWNTL -+ Pending revision of Administrative Instruction E;;::::::]dated 6 JanQ : f
uary 1950, paregraph 3.¢, thercof is changed as followst

"3. ee¢ (1) Travel expenses and tranSportation costs
incident to the removal of ‘the members of the im~ ‘ 1
mediate family of an officeior employec of the ‘
Ageney and his furniture and household and personal
effects, including automobiles, from a post at
which, because of the prevalence of disturbed cone
ditions, it is determined by the Assistant Direce
tor concerned that the svacuation of depoendents is
appropriate; ond the return of such persons, fur-
niture, and cffects to such post upon the cessation
of ‘such conditions, or to such othor post as may
in the meantime have bLecome the post to which such
officer or employee has becn assigned, Iacts con-
cerning the necessity for the move must be clearly’
set forth in the request for or approval of travel,

(2) Assistant Directors may delegate to ape-
propriate subordinates the authority to authoriwe
or approve the evacuation of dependents vhore, be- ‘ -
cause of disturbed conditions, thers is imminent
danger to lifec and proporty.!

§
{
1
i
1
1.
{
i
{

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

MURRAY 1icCONNEL '

, Deputy Dircctor
‘ ' (Administratien)
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CEHTRAL INTELLIGENCE .quCY
Vashingbon, D. (J.

JHSTRUCT TON . 16 January 1951

Travel, Allowances, and Rolated Fxpenses.

Administrative Instruction I:ldated‘ 12 January 1951,

ive Instruction [___ Jdated 6 Jan~
L,hangcd,as follows:

2, (1) Travel expenses and transportatien costs
incident to the removal of the mémbers of the im-
modiate family of on officer or employee of the
Agency and his furniturs and houschold and personal
effects, including aubomobiles, from a post ot
mich, because of the prevalence of disturbed con-
ditions, it is determinsd by the Assistant Direc-
tor concernzd thot the avacuotion of dependents is
appropriate; ond the return of such persons, fur-~ ,
niture, and ¢ffects to such post upen the cessation
of such conditions, or to such other post as may

in the meantime have become the post to which such
officer or employse lias been assigned. Facts cen-
cerning the necessity for the move must be clearly’

cget forth in the request for:-or approval of travel,

(2) tssisbant Dirsctors may delegatc to ap=-
propriate subordinates the aubhority to authorize
or approve the evacuation of dc,pc,ndonts whore, be-—

-cause of disturbed conditions, there 1s imminent

danger to life and property,®

POR THE DIRECTOR OF CENTRAL INTELLIGENCE:

DISTRIBUTION:

TIOREY TCCGUNNEL -
Deputy Directer
(Administratien)
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CENTRAL INTELLICGENCE AGENCY
Washington, D. C. : «,% S
' : Aot
ADMINISTRATIVE INSTRUCTION @ | 23 Jenuary 1951

NO.

SUBJECT: Travel, Allwémas s and Related Expences

Pending revision:of: Admlnmtra‘bive Imsi-ruction%ldﬂted
CET

"6 Jaxmary 1950, that portion of the Instruction con Tig the issuance

of ﬂravel Orders is hereby aumended to provide:

"~ a. Transportetion Division, Administrative Services 0ffice,
" instead of the Fiscal Di’VlSlOD., will issuve all travel. orders and
amendments thereto. 4

b. Requests Por travel orders, or amendments thereto, other
then those issued by Chiefs of Missions, shall be prepared in
duplicate. Both coples will be submitted through proper chamnels
to the Tra.nsporta.tion Division, Adninistrative Services 0ffice.

FQH Eﬁﬂ DIRECTOR OF CENTRAL INTELLIGENCE:

MURRAY McCONNEL
Deputy Director i
(Administration) _ s

DISTRIBUFION: No. 3
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22 January 1951

STATINTL The undersigned concur in the atteched proposed amendment :l

STAT"NVTL' to Administrative Instx'uction‘:l, dated 6 January 1950,

STATINTL ‘ » — _ ‘ j

J,‘ CHIEF, ADMINISTRATIVE SERVICES /s
R ———

STATINTL

COMPTROLLER]

STATINTL

GENERAL COUNSEL _| ;
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| W
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0 ‘ mm% DATE
| | Advisor for Management ‘ -
2
3
n
5 .
£ ROM INITIALS DATE_ |
| |Dep.Chief, Admin. Serv. Div. 12-21-50
: ;
3
CaeprovaL L1 inFormATION LI sianature
[—lacTion 1 DIRECT REPLY I RETURN

REMARKS: For immedigte issuance.
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R ; | CONTHAL TNBLLIGHNCE AGENCY =70
Waghington, D. C, » / \
' DRAFT o

21 ‘December 1950

Zu},‘mwag /9%) ‘

Administrative Instruction dated 6 Januéry 1950, is amended as
follows: |:| »

. STATINTL

~

" ADMINISTRATIVE INSTRUCTION '
NOs » %

SUBJECT: Travel, Allowances, and Related Expenses

STATINTL .

1. Paragraph l.b.(1l) is hereby amended as follows:

(1) Travel orders will be issued by the Transportation Branch, i
Administrative Services(l_}](m except as otherwlse stated,

2, Paragréph l.ce(l) is amended as followss

‘ : (1) Requests for travel orders, or amendments thereto, other
than those issued by the Chiefs of Missions, shall be prepared in
duplicate. Both copies will be routed to the Transportation Branch,

Administrative Services thﬂough:
3. Paragraph l.c.(1), sections (b) and (c) are rescinded and the

following substituted:

euned Divedtyr 5
(b)»%%&:@éﬁl’%ﬁr&mh, in cases involving permanent change of H
station or travel to first post of duty abroad. ‘

() Chief, Ad.m:i.nistr'atiw Services, when a request includés overseas’ L
transportation of automobile. L P

Le Paragraph l.c.(2) is amended as follows:

(2) Personal action of each forwarding official must be indicated
on the request. Requests for domestic travel will be submitted in
sufficient time. to be procgssed and reach the Transportation Branch,
Administrative Services Miabessy at least U8 hours prior to the planned
departure time. . Requests. for foreign. travel should be submitted 60 days
~in advance of planned date of departure. ‘

5. Paragraph 1l.c.(3) is amended as followss , - [

(3) The Transportation Branch, upon recommendation of the Chief,
Administrative Services, may issue monthly blanket travel orders for
truck drivers engaged in repeated official trips-and arrange for
periodic submission of travel vouchers covering such repeated travel,




STATINTL

STATINTL
.
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: ~ BESTRICTED
6. Paragraph 1.d.(3) is amended as follows:

(3) Issue necessary travel orders and verify that security
clearance, physical examination, immnization, passports, visas,
and theater clearance have been obbained belfore releasing the
tickets or Transportation Hequest to the traveler,

Te Paragraph l.c. is amended as follows:
es Ammed Services Pefsom;el.
Armed Services peréonhel‘ performing temporary duty travel or
travel in connection with a permanent change of station for the benefit

of the Agency will be reimbursed for per diem and travel costs in
accordance with the travel regulations of the Armed Services. Upon

‘receipt of travel requests approved by the Transportation Branch,

Administrative Services ol the Military Persomnel Branch,

Personnel DisRTon, will issu¢ appropriate travel orderse . Two certified

copies of the \Qr z,{ Will be forwarded to the Fiscal Branch, Finance
g J .

DivEsteon. %
. ‘%Jmﬂ.,_,(
{ e
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C B : ‘ : i
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/\DI*III\IT“‘!“’/"I‘JV]" THAT=UCT ‘ : 23 January 1951 ;
MO, : ) ; : 5
SUBdnuT~ Travel, AllLowances, and Relaled Bxpe |
STATINTL ‘ e ‘ =
. Pending revision. ui' ‘Admind cbrative 'l‘rwﬁ*ur‘ticvz'll——_.| dated ‘
O Jariary 1950, 4L lz.l.u portion of the Instruchion concerning Lhe Assuance
of travel ordere L hersby amende 4 tw pr ovide:
g, 0 Transportation Divislon, Adwinistrat.ove Services Office, v
insbead of the Fiscal Dw sion, will issue all travel orders and ‘ |
nuenduenss thereto. ' s
b legquesths for tyavel wrders, or amencdinents theretu, other ‘ oo
Glimn - hhes qucd by Chiets = Miszeione, shall be wiepaved in i
Adugdicatb Both copies wiil e subnditied through proper chamnels
T the ’J.‘ ransper tation Divi ’\Jn, Adm.v.n.'z..utva'l;i 2 Services Office.
. : HOR THE I‘CTOI\ oY [UNIRAL II‘J.‘ YLII.L‘}I‘J\CL“
CSTATINTL AINTRAL IWEEL

MOTRAY McCONRTL 7 .
Deputy Director
(Acheini strat.on) _ |
,,»‘“f :
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STATINTL: ‘ ) , L
CRNIRAL INCRLLICGENCE AGENCY

Washington, D. C.

ADMINY. L"ll(A’l‘I VE INSTRUCTTON : i 235 January 1951 i
‘NO. : C !

SUB(DL‘C’I':‘ 'l‘mvél, Allowances, and Rc«;‘l»atr_?.d Ixpennes
STATINTL -
: Pending revision. of JAdministrative Instruction datcd

6 Januar:: A950, that portion of the Instruction concernd ng the issuonce
of ’cz'zwel orders g 6 heveby amended to provn de;

a.  Transportation Divig slon; Adninistrative Services Office,
instead of the Flscal Division, will issuc all travel orders and
amendnients thereto. .

b. Imque 5 for travel o dexrs;, or amendments thereto, other
than thuze is sued by Cme,cn of Mizgsions, shall be prepared in
duy u.tn—‘.-. Both copies will be submitted through proper channels
Gu the Transper tetion Div:L ion, Administrative Services Office..

: ' FOR. THE J)IHEUTOI\ or f'LmML LN’DJJLL.LLMTC, i
STATINTL

TIULRZLY FICCONNT,
Depuly Director
(Adiinistration)
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2 O]ﬁce Memorandum + vNiteD states GOVERNMENT

TO : ’Depu'by'D‘iroactor for Administration ‘ DATE: 2| January 1951

FROM : Chief, Administrative Services

SUBJECT: Amendinexlt of Paragraph G of Delsgation of Authority
dated 1 December 1950, . ‘ -
REFERENCES: ' Memorandum from Executive Officer, Special Operations, dated .
Ly January 1951, to Chief, Administrative Services s Subject,
"Travel Orders for Field Travel,

Memorandum from Chief, Transportation Branch, Administrative
Services, dated 12 January 1951, to Chief, Administrative
Services, subject, "Issuance of Overseas Travel Orders by
Chiefs of Field Stations",

S In view of the facts stated in the above referenced
memorandums, it is recommended that paragraph G of the Delegation
- of Authority dated 1 December 1950 be amended to delete the words
" "within the theater" and that the extended authority thereby
granted to chiefs of missions and 'of independent stations be

2541 A exercised subject to the limitations set forth in paragraph li
of the memorandum dated 12 January 1951 from the ief, Trans=-
portation Branch to the Deputy Chief. Admi o

W. L. PEEL

‘ Att‘s ¢ Referenced
Memos

"Concurred in:
. 0o ..,yx_)

Genéral‘ Counsel

Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0 PRSVY 94
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4 January 1951

MEMORANDUM FOR: CHIEF ADMINIS’[’RATIV’E SERVICES

SUBJECT: Travel Orders for Field Travel

1. Reference is made to your memorandum dated 22 December 1950
regard:.ng the issuasnce of travel orders.

2. In connection with the new procedure, we would like to point
out that & cause of considersble confusion and retroactive action is
the present limitation upon the chiefs of foreign fleld stations
permitting them to authorize only travel within an "operational area,"
gonerally defined as the country to which assigned. The problem stems«
from the unavoideble delay in communications. TFor example, it is. ‘not ’
uncommon that a simple exchange of correspondence with a f:.eld statlon R
in Burope may require from thirty to s:thy days. : .

3. Tor this reason, we now recommend & further delegation from ‘3

' your office which will permit this office to issue appropriate in~. . .

structions to chiefs of field stations permitting them to authorize:
travel ‘without regard to ares limitation, but within approprlate '
operatlonal controls. Such opesrational comtrols will require that
chiefs of field stations obtain clearance by brief cable from the
approprlate brench chiefs in Washington.

4, This authority is intended only for special temporary duty
missions to other. oparatlonal areas and does not contemplate travel
to or from the United States or Permanent Change of Station travel
which must be approved in advance by headquarters.

Executive Officer
Special Operations
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,,Ofﬁce_MémoMndum e UNITED STATES GOVERNMENT

1O : Deputy Chief, Administrative Services DATE: 12 January 1951
FROM Ghiéf, Transportation Branch - ‘
souECT: Issuance of Overseas Travel Orders by Chiefs of Field S_tgﬁions

Keference: Memorandum from Exscutive Officer, Special Operations, dated
4 January 1951, to Chief, Administrative Services, subject,
Travel Orders for Field Travel . »

1. The question of the issuance of Iravel Orders by Chiefs
of foreign field stations has been thoroughly discussed with the
Branches concerned, ths Comptroller, the Acting Chief, Finance
Branch and others concerned, o _

2+ At the present time, the delegation of authority authorizes

chiefs of such missions or independent stations to approve temporary
duty travel abroad, within the theatre, of civilian employees. whose
official stations are loeated within that particular theatre, This
has generally been defined as being limited to the country in which
the mission or station is located, Investigation developed that

there is considerable travel performed between .theatres of operation
and ‘such travel in the past has been authorized by cable from the
controlling branch and in most cases travel was completed prior to
the issuance of Travel Orders, which meant that it was Just a question
~of issuing confirmatory Travel Orders after travel had been completed,

3. In order to expedite the ‘movement of temporary duty travel
from one field of operation to another and eliminate the necessity
of the issuance of confirmatory orders in Washington, it is recommended
that paragraph G, of the delegation of authority, dated 1 December 1950,
‘be ammended to delete the words "within the theatre" » thus authorizing
chiefs of field stations and their designees to issue temporary duty
orders for employees without regard to limitations,

, 4o It is understood that such travel will only be authorized
after the chiefs of field stations obtain clearances by brief cable
from the appropriate branch. chiefs in Washington, and that this
authority will be used only for special temporary duty missions to
other operational areas and will not apply to travel to or from the
United States or Permanent Chenge of Station travel, :
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